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ABSTRACT 

In recognition of the need for a coordinated faculty 
and staff development program within the South Carolina Technical 
Education System, a task force was appointed to recommend a prograa^ 
covering the various areas of in-servide faculty and. staff 
developments This manual, based pn the task forceps recommendations, 
contains theoretical guidelines and practical procedures for a ' 
continuing development program intended to ieet the ' idjentif ied needs^ 
of individuals and/or institutions; The uli^mate end of the iprogram 
is improvement of the quality of educational services provided to 
students enrolled in the various institutions comprising the system. 
Included in tj^^ manual are policies defining faculty and staff 
development, its pur jkjses and participants ;__gu^^^ and procedures 

for institutions in the areas of program design, program activities, 
evaluation, planning and budgeting, and administrative and 
operational guidelines; guidelines and procedures for the system 
central office; and definition of and guidelines for operation of the 
educational leave plan. Appendices contain program proposal and 
reporting documents, a glossary of faculty and staff development 
terms, and a checklist for assessing institutional professional 
development needs or for conducting individual self-evaluations* 
(JDS) 
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FACULTY AND STAFF DEVELOPMENT PROGRA>I 



INTRODUCTION 



Since the establishment of the South Carolina Technical Education 
Systjem in 1961, in-service faculty and staff development has been in » 
operation, varying in empha&is among the institutions. In recognition « 

yOf;a TEC-wide need for, a coordinated program for faculty and staff 
development. Dr. Charles E. Palmer as Executive ^Director of the State 
Board for Technical and Comprehensive Education appointed in 1974 a 
Task Farce on Faculty and Staff. Development. The task force delivered 

/its report on July 11, 1974, recommending a program covering the various 
areas of in-service faculty and staff development for the State TEC 
System. In anticipation of the establishment of the program, in August, 
1974^ the executive director appoifl1:ed Dr. Oscar W. Lever ^s Director of 
Faculty and Staff Development to work within the Division of Educational 
Services with responsibility for the development of policy and guidelines 
for the program within the State TEC System. 

The philosophy and stater-wide goals of the South Carolina Technical 
Education System require an in-service development program tha^t will help 
each employee to actualize to the maximum his/her potential. It, is 
essential, therefore, that the system establish both theoretical guidelines 
and practical procedures for a continuing development program that will • 
enable -each employee and each institution to meet identified needs of the- 
individual and/or the institution. The^ ultimate and perdurable aim of a 
viable faculty and staff development program is ,to improve the quality arid 
e'f f ectiveness of educational se-^rvices provided the students of the institu- 
tion. Thus a conceptualized development program is the starting point for 
all who want to move toward the goals that they have envisioned - go^^ls 
envisioned for themselves and ft;r the institutions and the students they 
serve.. * * " 

r The~concep.t _pf persona?, development has never been easy to dtescribe 

or define. Perhaps personar^ievelopment ie most accurately described not" 

as a state of being but as a process of becoming* The concept l^f 'development — 

closely parallels the concept of education - the self-activity of the' 

.„ljid±vidual.~in.. the.. continual remaking of .htniS€lf ,*--~under>motivation -and -under^^ — 

guidance. If this concept is accepted, how might a faculty and staff develop- 
ment (FSD) program be designed and implemented to meet the specific development 
needs of the State TEC System? It is to this question that the components of. 
this document are addressed. 
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TOL'ICY GOVERNING FACULTY AND STAFF DEVELOPMENT 



On January 15, 1971, the State Board for Technical and Comprehensive' 
Education adopted a policy to encourage and support financially .a program 
of in-service education and training for th6 professional development of 
faculty and staff of the South .Carolina Technical Education. System, The- , 
policy follows. 

1. Definition of Faculty ^nd Staff Development 

(1) Purpose . The program for development of faculty and staff has a 
two-fold purpose- first, to provide those activities desired to improve 
each employee's knowledge, skills, and proficiency in his/her present posi- 
tion and to prepare him/her for opportunities for advancement within areas 
of service of the State TEC system; and, second, to provide the faculty and 
staff with opportunities to develop new and/or upgraded professional and 
personal competencies to fulfill the TEQ system's cdmniltinent to meat educa- 
tional, occupational, and cultural needs of the variety of students as they 
prepare for occupational and citizenship responsibilities. 

(2) Participants . Faculty and staff are terms interpreted to include 
teaching faculty, adminisitratCrs, and other noninstructional employees such 
afc clerical, maintenance, janitorial, and auxiliary personnel. Each full- * , 
time employee of the State TEC*^ System^ classified or nonclassified^ without 
regard to sex, age, religion, race, color, or national origin, may partici- 
pate in the program, subject only to restrictions inherent in specific 
activities. 

2. Responsibility for Administering and Budgeting \ 

(1) Responsibility . Subject to the approval of the State Board for 
Technical and Comprehensive Education, the executive director or his designee 
shall be responsible for. developing guidelines and regulations for the estab- 
lishment, administration, and budgeting of the faculty and staff development 
program for the State,' TEC System and the institutions and subdivisions therein 

(2) Program Proposals and Reports . The proposal for a program of fac- 
i£Lty and staff development shall be submitted to the executive director on 

.program proposal forms on which are outlined the specific activities for the 
ilyear with a budget summary, of estimated revenue and. expenditures of develop- 
ment" fundsv" After approprlatei considera tlon- of the proposal , the exe&utiye- 

director shall issue a letter indicating the action taken^ojLjhe proposal.,^^ 
At times designated, evaluation and status reports of approved jjrograms shall- - 
hje made to the executive director. The proposal do imet.cs and the evaluation 
and status reports shall be bases for faculty and staff development program 
accountability. 

The staff development program for the employees of the Central Office of 
"the South Carolina Technical Education System shall follow the same guidelines 
and procedures in effect for the Wtltutions within , the State TEC System. 



3, . Funding for Faculty and Staff Development Program 



The Code of Laws of'*'South Carolina grants authority to departments, 

-bureausr agencies xrf -State Government- arid-- com - 

districts, ;iirid other governmental units to appropriate and expe^j^ublic 
funds for in-aervice training for employees of the state. By stapite,. 
therefore, the State TEC System is granted authority to accompliitt1:1iis 
purpose through activities and funding of a faculty and staff development 
program. * 

(1) Funds in Unitary OperatlnR Budget s Each institution of the State 
TEC System in its unitary budget and plan of operations shall allocate funds 
for a program of faculty and staff development. To augment and support this 
allocation, the State Board for Technical and Coioprehensive Education shall 
incorporate within the system btidget request to the State Budget and Control 
Board adequate funds 'for faculty and staff development for the' State TEC 
System. A supplementary allocation of state fuiids shall be made to the insti- 
tutions on a matching-funds "dollar for dollar" basis whereby the institutions 
will receive a supplemental allocation of state funds equal to the amount 
allocated to faculty and staff developments by the institutions from normal 
revenue sources • _gjj 

The State Board shalL allocate funds in the budget plan for the Central 
Office of the State TEC System for a staff development program for employees 
of the central office. ;* 

(2) Gifts and Grants . Funds designated for the purposes of, faculty and 
staff development received through govenuaental agencies, grants from foimda- 
tions, and gifts from individuals, businesses, or industries, shall be included 
in the faculty antl sta/:f development proposal budget but such funds ^^shall not 
be considered in the determination of the supplemental allocation, of mtchi^^ 
funds. ■ ' 

(3) Funds Accountability . All revenue, appropriations, gifts, and grants, 
which are designated for faculty and staff development shall be accounted for 
in tdie program proposal and budget, and in the evalxiation and status reports. 
All expenditures, including travel, supplies, educational leave, salaries reim- 
bursement of tuition, honoraria, etc., shall be accounted for in relation to 
specific develoipment program activities and in the budget summary. 

(4) Restrictions , The faculty^ and staff developi^ent program for the 
State Technical Education System shall be^.in conformity with the Code of Laws 
of South Carolina, and compatible;, with the State Budget and Control Board 

pplicies whlcU ar e appl ic ab 1^^^^ to the_ Squtl^^ !^.9^ _ 

System as ah ageilcy of the South Carolina State Government. 

Funds committed for the facxjuLty and staff development program shall 1?e 
^expSrded only f^ are clearly identifiable and reasonable 

under the approved deveicpment planv—The progr operated on a fiscal 

year basis under aclearly identified budget of funds available- and ^conmit ted. 
The^by^'t shall be prepared and administered in conformity with the fiscal 
policies and procedures of the State TEC System. 

(5) Limitati on of Funds . The availability ^ of fonds at the institutional 
and/or state^level shall be the ultimate criterion for design of the faculty 
and staff development program and, selection of components thereof, and for commit 
ments to institutions and/or individuals for activities conducted thereunder. 



GUIDELINES AND PROCEDURES GOVERNING FACULTY AND STAFF DEVELOPMENT 



The Guidelines^ando Procedures Governing Faculty and, Staff In-service 
Development are divided into four sections: 

I, Design for Faculty and Staff Development 

II. In-service Development Activities 

y III. Planning and Budgeting Procedures * \^ ^ 

IV. . Participation in Faculty and Staff Development 



I, Design for Faculty and Staff Development . 

/ ■ * • 

The design for a successful FSD program sbouli be predicated upon the 
prime consideration that faculty and staff develav>meii*: should be a normal, 
■'continuous, integral part of the State TEC System, Each emplo^ree shoxild 
concur with over-all goals and objectives of cue T'^ate TEC System and develop 
for himself /herself a continuous personalized platl for hisyher development 
with identified objectives and Si'rategies - a progVfi2> tailored to his/hgj: 
^needs and his/her potential. The FSD design of the ia^titution should. carry 
those components which offer opportunities in time for this personalized 
development which concomitaritly will prepare^the institution for greater 
efficienc^y and effectiveness. ^ 

The following matters appear as mandatory for designing and administer- 
ing a FSD program: goals, priorities, strategies, evaluations. 

1. Goal s • 

Goals, as... here understood,, r-efer to the long-range accomplishments which 
are envisioned for the faculty and staff of the ijistitution as it operates 
within its areas of community and statewide responsibility. These goals 
should be defined in relation to needs and/or problems which are identified 
-^and described under a' faculty and staff needs assessment survey. Candor, 
clarity, and comprehensiveness are essential characteristics of goal descrip- 
tion. In everyday terms, goals have to do with what the faculty and staff 
have yet to learn how to do better before they can do their jobs as they ought 
to be done. It is therefore important that goals be described in terms of 
what is to be gained by reaching them. A poorly described goal can nullify 
th^ best intentions and the best efforts. 

It is appropriate and important that goals be defined in general terms 
..jonder, which ...concrete, measwea^^^ 
are as follows: to provide updating on technical processes in industry; to 
provide needed professional skills; to provide an associate degree for certain 
faculty and staff; etc. The total FSD program should be siif ficiently compre- 
hensive to include in time all personnel in one or more of its components. 
The program also can and should include activities covering various degree s of 
personal competence and status, and y^^^ious areas of innovative and conven*^^^"" 
tional education and training. 

Sometimes a project such as FSD can bog down or fail because the planners 
decided on the. wrong goals. The next step, -therefore,, is^^^^^ the 
choicfe of priorities. ^ — -~ - 

• ■ 7 
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2. Priorities 

: »...~;:After....the..j;ange».a£..goal8...has..been^^.^^ — 

supports the validity, the relevance, and *»:he feasibility of each is laid 
out, the next step is to choose those goals which have priority. This proc- 
ess is to some extent an effort to establish a hierarchy of goals based on 
a hierarchy of needs. There should be an intense effort to choose primary 
Issues, and to conceintrate on basic relationships. Assumptions, data 
research evidence, logic, hypotheses, and", above all, "the best judgment of 
sensible men", shoxild be laid out to support the choices. 

The local institution shoxild ^choose goals with the greatest potential 
for that institution at the time. This principle recognizes institutional 
experience, educational climate, and unique educational purposes for the 
students and the community. This principle allows "system- thinking". The 
choice of goals cannot be rightly considered in isolation from organizational 
arrangements, curricula, salaries, ''incentives, and morale. Hence, the choice 
of priorities will demonstrate that these factors have been taken into account. 

In order to reach the goals of the institution, concrete objectives must 
be^ chosen. These are the actions (means) to achieve the goals (ends). (See 
Ends - Means Continuum, page 21.) 

3. Strategies . ^ - 

A satisfactory strategy. to be carried out- to achieve 

an outcome within a given conditions. Particxilar 

strategies are identifie((|^\^«^^^P^^ The outcome desired 

and striven for Is the o|^|5|t4^^^p^ may be expressed as a desired 

result or condition,. or^j€&'^^^^^ desired procedure or activity. 

An essential. /ch^^^ac^t^ activity is "specificity". 

Exemplification ol|a^^i#^ e.g., courses, 

institutes, workshiipa^ll^^ leave, etc. This will aid 

in identifying an actf!^||^|L^ Thiul the FSD proposal will include 

avdescription of a niinii'igr o%a^^^^ specific titles, which are 

designed to meet specific diisceifnifile oVjectiver*. 

The meaipife to which a >given activity accomplish^ end is the basis 

for account:ai?illty. A FSD. program, must, therefore, hfye appropriate" "yard- 
sticks" foUmeas^ring /achievMierft and evaluating improvement of participants. 



4 . EvaltiiitSton 



* Y The ^FSD^'pro gram for\ State TEC Syst^em^^^a^^^ an_eyaluation of the 

\ total prograin il^^d of-ea^ih activity. AdmitCediiy^^^ evaluation pro- 

\ cedures is Mffi^ult, especially when tK% objectives are intangible, ais in the 
, \ case of semiriSr^,^5!cphfere^^ upgrading, etc. , iti- which results -may not be 
\immediate; In-^most%^^ the objectives' or outcome expected can be 

stated concretelj' ahdf tli^ p(Sr;|ormance can be evaluated with a measure of 
accuracy. Evaluation is\faciMt^^^ the criteria by which the activity is 

t6 be judged are set within the^'delineatipn of the. objectives. 

■ . 8 ■ _ • 

. -'- -5...:. ° -r . ., ■ j ; .... 



ERIC 



Two sets of foniiB for evaluation purposes are established for the 
FSD program - the proRosal forms and the status report forms. 

.^-............(i.,). -FSP - Pregram Frapasal-Applicat-ion v- The- p^roposal-applicatlon -form©- 

^ in order of occurrence are as follows:. 

FSD-1, Program Proposal Application - consists ol' proposal 
title page with signatures, followed by the proposal 
narrative; ' 

FSD-2\ Activities - provides description cf each activity 

under specific activity titles; 
■F£J)-3, Estimated Budget ;^ummary - provides breakdown of 
' estimated FSD revenue aad estimated FSD expenditures. 

(2) FSD Evaluation and Status. Report Forms , The evaluatioyi-^d status 
report forms in order of occurrence are as follows; 

FSD-4, Evaluation and Status Report of .Acti^^^dTes - consists of 
institutional evaluation and stafus' re^sytzs of lactivities 
^ under specific activity title^; 

FSD-5, Budget Summary - provi^^ breakdown exhibit of revenues 
received and committed aijd"' of :expenditure8 made for each and 
aU activities^ 

FSD-6, Program Evaluation - provides summary .exhibit of status 
and iristitutiona] ^valuation of each^^and all' activities ,of 
FSD program for .the year. ^-^""^ 

II. I n-service Development Activities ° c 

In-service development activities are directed toward the professional 
development of the individual employee. Fvmds for FSD may not be used 
(1) tp cQver.g^neral operation and maintenance of the institution, (2) for 
projects such as research, self-study, planning or evaluation of new educa- 
tional programs, (3) for the development of curriculum or instructional 
materials, (4) for salaries and fringe benefits, (3) for attendance at asso- 
ciational meetings/conferences at which representation is institutional rather 
than personal, (6) for clerical service required to effect the FSD program, 
(7) or for any expense that does n6t contribute directly to the achievement of, 
the stated objectives of the State TEC System faculty and staff development 
program. 

In this section a number of in-service FSD activities are described and 
guidelines are given for their operation. 

1 Workshops, Seminars , ^Conference.8a and. Institutes 

Traditionally these activities have involved representation fro;n>a group 
of institutions, but they can be used effectively by individual ins^Lltutlonsy 
Good judgment in scheduling, planning, and follow up activiti^.^ >nd evalua-/ 
tions are, of course, necessary for effectiveness. Short-teiit i:oasa3 ants 
may be used by the institution, the institutional education di?xSion'4, or the 
departments, or the technical specialties. Optimum utilization ^^f the con- 
sultant's expertise shoxjuLd be directly related to objectives sef, objectives 
which are described to the ''consultant prior to his/her visit. 
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^nefal objectives of ^wrkshops, semiixars', conference^x^hd institutes 
are opportunities for faculty\and ataff tc stay current in knowledge and 
skill In nheir. subject or .tcclmical areas, and opportunities, to participate. 

«-itt-«ctiv4tie»-fchttt--%rH"t-tic^ 

insights, improved instructional materials, and innovative teaching methods. 
ContlnulTO Educatibn Units (CEUs) may be awarded if these activities are 
planned according to CEU Ca-iteria. 




2. Upgrading iStatlons for In-service Development V 

Upgrading stations for in-sepd.ce development may be established with 

business- and industry, with senior colleges and miversities, and .on-campus • 

<^ . - . ■ ♦ 

^ (1) Formal Courses of Postsecondary Study , Formal in-service study 
envisions first identifying competencies and expertise needed but lacking, 
and then selecting and/or offering members of the faculty and staff opportu- 
nity to develop knowledge, and skills through formal study financed by the FSD 
funds. This formal study may be utilized by persons taking courses at a post-^ 
secondary institution withiijL commuting distance, or thfi^TEC institution may 
establish an "On-campus University" by bringing in instructors for courses 
needed by a number of faculty and staff. These coufses may be taken primarily 
for upgrading or for upgrading and degree credit, but should be chosen feo^ 
bring a high rate of return in terms of improved competence and performance 
of faculty and staff. . , ' ' 

' ■ * ■ ' 

(2X Work Experience with Industry and Business . Another type of upgrad- 
ing station is the internship work experience set up with an industry or a 
business. The TEC institution will encourage, and in some instance require,- 
periodic experience in vocational-technical specialties. This provides facility 
and staff opportunities to keep abreast of new developments and. work require- 
jnjents relsted t the programs they direct; 

(3) On-camptiS Resource Center for Faculty, and S taff Development s The 
tKlrdviype of upgrading station is a faculty and Staff Resource Center. Such 
a center sh6xild, contain a variety of resources such as selected books and 
pamphlet's for each' area of instruction, audio-visual catalogs, and guides, > 
cassettes for professional training and development, educational journals', 
books and guides for planning instructional strategies, and such other 
resources deemed necessary. The center should be available exclusively, if 
possible, for facu] / and staff with equipment suitable for full usage. 
% ' ' . ' . 

3. . Educational Field ^Trips 



This type of activit y can be utilized ef f ecJtl:g<&lyL_^^ 



hi 



ment. Field trips include visits to othfir TEC institutions, to selected senior 
colleges and universities, and to busirx£ss aitd industry. Each type of trip 
should include a carefully prepared plan for observation and. for postvisit 
evaluation. The visit could use effectively peer semiiiars, with TEC Tpersonnel 
or conferences with supervisors- and/or officers in indusitry or business for 
the exchange of information and ideas. Visits to other TEC institutiotis 7 
ittrstate or out-state - can be planned for representatives .of one technology 
visiting a similar technology in another TEC institution. 

Visits to secondary schools shouldbe considered in-the formulation of 
the institution's program. ~ Such visits, if properly planned, will facilitate 
articulation with the secondary schools in vocational^educa^lon service areas . 
and will also promote faculty and staff development. \ 

10 



Intralnstitutional visits within the TEQ, institution by faculty and 
staff may not be classified stridtly ks field trips, but they may have 
desirable results for faculty and staff development if it is clearly recqg- 

txized that -^ey are made^^>g^hat purpbaa^ Sur.h' vialta-JO^e^^ssible the^j 

sharing of ideas and expertise a^id have a mxiltiplier effect for the new 
ideas and new approaches pervading t^ie instltutioit. At the same time these 
Intrainstltutional visits will help counter the.danger of excessive special- 
ization, segmented departmental structures, and internal power struggles. 

The regular periodic faculty and staff meetings Will serve, as an 
intrainstltutional in-service development activity if they are planned with 
thft objective in min^. The programs may include lectures by faculty and 
staff on particular areas of instruction, panel discussi9ns on, subjects of 
importance to the institution, report on projects, etc, ^ ; . 

4. Off-duty Activities ..' • ' ' ' .. 

\ 

Employees are encouraged to schedule their personal development 'activ- 
ities during off-duty hours If pofslbie, but If this cannot be done, the\ 
employee/ may request a change of work schedule for the approved actlvitles>. ■ 
"The employer may alter the employee's work schedule. If so doing will not \ 
Interfere with the normal efficient operation of the employee's duty area. 

An employee who takes an approved course under provisions of off-dutyr— 
activities may receive reimbursement for- tuition arid course related fees, in 
total or in part, for satisfactory completion of the course. Satisfactory 
completion of a course is interpreted to mean "B" gr^de or higher for graduate 
br postgraduate study, or "C" grade or higher for &11 other study. All .other 
expeitees, including activity fees,, graduation fees, travel, cost of books, / 
and supplies, etc., shall be paid by the employee. Reimbursement for tuition, 
for approved credit courses shall normally be limited tci^ on^ course per quarter 
or semester/ per individual, with reimbursement limited ~to""t^^^^ 
courses (9 semester hours or 13 1/2 quarter hours) per fiscal year in amount 
,-per credit' hour not to exceed the highest" rate charged for equivalent credit 
by the state-controlled four-year coT.leges and universities of South Carolina. 

In order to ' insure that a reasonable return "is gained- from the invest- 
ment of development funds in continuing study, the employee who leaves the 
employment of the State TEC System shall be required to make repayment of all 
amounts paid for reimbursement for courses completed within the last nine 
calendar months prior to leaving.. Ordinarily, repayment will be by deduction 
from the final compensation payment. 

Reimbursement for o ff-duty out-stat e FSD travel shall normally be limited^ 

to one'approved trip' per fiscal year,. Stite reglilatlons raarisrw-trave-l 
and subsistence shall apply to all FSD travel - out-state and in-state. 

5. Membership in Professional Societies 

Employees are encouraged to participate in the activities of professional 
societies most cjlosely related to their areas of service. The procedure is 
for the employee to submit a written request for approval of • membership, nam- 
ing the society and the amount of dues. To be reimbursable, the affiliation 
with the society shall, be personal membersl\lp (not institutional; and shall 
be an approved activity of the FSD program for the institution. Reimbursement 
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'for dues, travel expense to attend meetings, and other expenses related to 
membership shall be limited to an amount specifically approved in the annual 
FSD budget/bf the institution; however, the reinibursement for dues in prof es- 
^^^^^ exceed $50 per individual within a fiscal year. 

6. Educational Leave 

Educational leave is interpreted to mean permission to be absent from 
work or duty to pursue an educational, objective/ The* educational objective 
may be (1) participation: in- postsecondary courses of study, whether on the / 
undergraduate or* graduate level, and for which degree credit is or is not 
given,, and purstied independently or as a part of a .curriculum leading to a " . 
certificate, diploma, or degree; or €he educational objective may be (2) par- 
ticipation in an upgrading work experience with b'uslness or industry to improve 
technolo^^al knowledge and. skills. . Educational leave is granted only for the 
actual term of the aQtiyity. (See ^'Educational Leave Program" below.) 

K. III. Planning and Budgeting Procedures • ^ 

Faculty and staff development through in^-service education and training 
has become a national priority in American technic'al-vocational education 
and can be clearly seen as an integral and vital responsibility of the State 
TEC System as it cseeks to fulfill its role in 'postsecondary education in South 
Carolina. A comprehensive system-wide FSD program is based upon this conclu- 
sion. Acceptance of the concept of in-service development and the commitments 
that a FiSD program requires make a judicious planning and budgeting process 
essential within the local Institutions and within the system. 

*1. Institutional Comprehensive. FSD Plan 

The FSD program within the institution villi function* satisfactorily only 
as a corporate i:ommitment of the institution and as a Collective effort of 
the entire faculty and staff, whatever their varioxis levels in Competency and 
in organizational status. The FSD ptt>gram, therefore, must be communicated, 
not as a "thing apart" nor as an "ancillary service" to , selected individuals, 
but rather as a privilege and responsibility for one and all. Thus leadership' 
and management are absalute essentials in planning, coordinating, and Imple-. 
menting the program. 

'faculty and Staff Development Coordinator * It is the responsibij^ity 
of the president or director of each ' Institution of the State TEC System to 
designate a facility* and "staff development ^coordinator who shall be responsible 
for 'the administration and budgeting :of the program in conformity : with the 
guidelines and procedures 'for faculty and staff development. The FSD coordi- , 
-nator. shall be responsible to the president/director for the satisfactory V 
operation of the' institutional FSD program and shall serve in liaison capacity 
in FSD matters between the institution ^nd theJ^EC Central Office. He/she 
shall be chairman of the faculty and staff development cordmittee. 

■ ■ ' . • . ,^ ■ 1. . ■ 
In mobilizing an in-service education and training thrust ,^ leadership 
and management are special njjsponsibillties. The program requires teamwork- ^ 
among faculty and staff whioh willXresult from the harmonious administration 
..'and operation of the program. ' The faculty and staff development coordinator 



for each institution should perform this service. He/she should have 
ei^rience that provides him/her with the attitudes and skills enabling 
bin/Her to plan^ lead, and evaluate the process and progress of in-service 
development . Creative leadership and management require that the coordi- 
iMitbr have adequate resources for the program, including staff time, and 
enpugli authority to get the job done. 

(2) Faculty and Staff Development Committee , llie roles and responsi- 
bilities, institutional ,and personal, can be accepted by all faculty and 
staff members, and all can be rewardingly involved In' in-service activities , 
6£ the program. It is crucial, therefore, that the preparation of the FSD 
program design involve a wise and wide participation of faculty and staff. 

A faculty and -staff development committee, carefully selected and/or elected, 
is necessary for each Institution. This committee should represent a broad , 
spectrum of institutipual concerns," and of necessity must be schooled in the 
.philosophy and practical considerations which are basic to a FSD program. 

(3) FSD Design Preparation . There is iittle likelihood that there is 
one design suitable «nd adaptable" to every institution or situation, but there 
are a few principles which are basic to every viable FSD program. 

The- design for faculty and „staff development should fit both the institu- 
tion and the personnel Involved. The data of needs assessment should be care- 
fully collected, categorized, and evaluated. A hierarchy of needs should then 
j3e_made_-aTi,d a-plan fbrmulated under priorities indicated and selected. The 
program de£(;igned should be focused on the types of change which the institu- 
tion desiredvto make and on- the directions which it desires to move.. The . 
desigri should include a plan for collecting and recording all data ^elated to 
activities of- the program in order that ^progress may be measured and achieve- 
ments may be evaluated, for the individual and for the institution. 

(4> FSD Budget Preparation , xne preparation of the FSD hudget is a 
planning aTJdFcontrol device in the management of the program - the planned 
allocation of funds to meet the, planned activities of the program. The 
criteria, for the allocation of funds are, first, the needs assessment priori- 
ties and, second, the 'availability of fukds. It is essential , that l;he choice 
of 'activities with the anticipated^ expenditures fior them be made with consia- 
eration of the total financial resources for the entire program. 

Under the acceptance of the premise that a FSD program is an integral 
component of the total institutional operation, each institution of the_State 
TEC System, in its unitary budget and plan of operations shall allocate funds 
for a program of faculty and, staff development. To augment and support this 
allocation, the State Board fp^' Technical and Comprehensive Education shall 
incorporate within the system budget request to the State Budget and Control 
Board adequate fuYids for faculty and staff development for the State TEC 
' System.' A supplementary allocation of state funds shall be made to the 
institutions, on a matching-funds "dollar for dollar" basis whereby the insti- 
tutions wiir. receive a supplemental allocation of state funds equal to the 
amount allocated to faculty and staff development by the. institutions from 
normal revenue sources. 

Fundd designated for the purposes of faculty and staff development 
received *thtough governmental agencies, grants from foundations, and gi"8 
' from individu^s, businesses, or industries, shall be ■ included in the faculty 
and staff development proposal budget but such funds shall not be considered 
in the determination of the supplemental allocation of matching funds. 



The institution's allocation from no marl revenue sources, the supple- 
mental allocation of state funds, and gifts and grants will comprise the 
total FSD revenue for the fiscal year. The. total of the estimated expendi- 
tures for the several planned activities will indicate the cost of the FSD 
program. Comparison of financial resources and estimated expenditures may 
necessitate re-examining assumptions, making new evaluation of priorities, 
or re-defiriing objectives. Refining^ the program design by making appropriate 
modifications rust be assumed as essential in the planning and, budgeting 
procedures. 

(5) Promotion . In order to develop a comprehensive FSD program it is 
necessary to obtain, organize, and disseminate all types of in-service develop- 
ment information to faculty and staff. The FSD program should be a sharing 
experience of information and. action. Opporttinities should be given for 
individuals to explore the concept of in-service development in relation to 
their personal needs and aspirations and in relation to the needs and purposes 
of jthe institution. It appears, therefore, that institutional workshops on 
in-service development are appropriate for program design and implementation. 

The workshop procedure - the task force approach - could take the form 
of a regular or special faculty and staff meeting, followed by mini-workshops 
by divisions or departments. The general workshop should be limited in scope, 
confined to dissemination of information, FSD materials, budgeting procedures, 
and a step-by-step guide to program design and implementation. The mini- 
workshops should provide individuals with specific guides and materials -for 
the identification of divisional/ departmental and individual need priorities, 
and the selection of activities to accomplish objectives chosen. The compila- 
tion and review of the output from' these workshops by the FSD coordinator and 
the FSD conmittee will give the data for review, modification, and approval 
necessary far the formulation of the institutional FSD program. 

The task force approach will be useful in (1) assuring institution-wide 
participation, (2) assuring an underiStanding of the role of ' FSD in individual 
and institutional development, and (3) assuring commitment to FSD by the 
faculty and staff. ^ 

2. Individual FSD Plan - 

The keystone for an effective FSD program lies in the realm of in<fividual 
involvement in the program. Ultimately it is the motivation and will of the 
individual that forms the basis for participation, and it is the collective 'k 
accomplishments of all personnel that measures the institutional success of ^ 
the FSD program. 

•It is highly desirable that each member of the faculty and staff have, 
a continuous personalized plan for his/her development, with identified 
objectives and strategies - a program tailored to his/her needs, personal 
characteristics, and institutional responsibilities. 

It can be assumed that a large number of faculty and staff members are 
willing to engage in a formal development program to improve their effective- 
ness in their work. It can also be assumed that there will be some resistance 
to a serious program for faculty and staff development. Some will feiel or 
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argue that they do not need what is offered. Perhaps the greia test reluc 
tance to participate will come from those who feel that they are already 
overburdened with duties and do not h^ve time. What is asked, however, is 
just a small fraction of time, probably no more than three to five percent 
of the usual workweek. Wo program will thrive .unless faculty and staff 
-alloqate.^the necessary time. Prior to any FSD activity, an outline of the 
-entire^ FSD program should be given to faculty and staff. If this is done, 
individuals can begin to organize their own time around the activities planned 
for them, and the development program will become a part of the individ'ial' s 
schedule. 

Most faculty and staff need encouragement tQ become involved in the 
FSD program. Familiar incentives used by institutions are earned merit 
increments, tuition payments, educational leave, and promotions. These 
awards benefit the individxial, but they are considered justified as neces- 
sary for increased effectiveness of the institution in accomplishing its , 
educational purposeis for the sttjdents and the community. 

, The Compensation Plan . for the St«»te TEC System provides incentives for 
a planned personal development program. The funding provisions of the FSD 
program arce definitely related to the compensation plan, and should be 
coordinated within the individual FSD plan. 

In planning an individual's FSD program it must be assmed that the 
individual will contribute not only his/her time- for some activities, but 
that he/she will contribute both time and money for certain activities of 
his/her program. It cannot bt* assumed' that the* FSD program can provide 
sufficient f^ds to cover all the expenditures for individuar development 
activities. The funding provisions of the FSD program are designed to assist 
the employee in his/her development, but the primary responsibi:|.ity is .upon ... 
the individual to qualify^ for increased competence and productivity and the 
benefits therefrom. Limitatipns, therefore, on individual FSD activity 
expenditures shall be enforced at the institutional level and at the state 
level. . " . . 

k .. ' ■ 

3. ^State Board's Comprehensive Plan 

The philosophy and state-wide goals of the South> Carolina Technical , 
Education System contain the commitment to educational objectives that meet 
the current and emerging needs of the State, its people, and its industries. 
Qualified personnel who have new and/or updated competencies to implement 
the purposes of the system are essential. To helpvthe local institutions 
meet this need, the State Board for Technical and Comprehensive Education has 
accepted state-wide responsibility for the activities outlined below. 

(1) Providing state funds for faculty and staff development . The State 
"Board's role in this involvement is" to insure that state funds are directed .to 

activities that have the greatest impact for^FSD for the institutions and the 
State. 

(2) Developing and recommending general guidelines and procedures for 
management of local FSD programs. The local institution Is in the best posi- 
tion to make needs assessment and project goals and strategies. The State 
Board will formulate principles and procedures for concerted effort and inter- 
institutional communication and participation * in the operations of FSD programs 
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(3) Sponsoring and organizing sta^te-wlde conferences > workshops , and 
consortia . The State Boa|rd will Initiate and promote joint ventures which 
meet ^objectives of all Injstltutlons Invb^lved.. The aim Is to generate a 
greater thrust for personi|iel development\ throughout the' State TEC System. 

(4) Coordinating stgte services that have potential for supporting 

the FSD program . A particular function of' the State Board In FSD Is to coordi- 
nate out-system support services of educational institutions, business and 
Industry, and coiranunity and state- agencies; and to plan activities that will 
utilize their support, ex|)ertise, and resources. 

(5) Making stater-wi^e assessments of the range , scope , and accomplish- 
ments of FSD programs . Collecting and publishing state-wide reports about the 
FSDi prbgrams will furnish H^^lpful feedback that reflects the state-wide statiis 
of FSD. In doing this, the State Board will furnish interihstitutional liaison 
in the State TEC System;! ' * " 

(6) Acting as a^ stfate-wlde service agency - to provide FSD leadership and 
.counseling . for the institutions of the TEC Sytem . Purposes and problems in 
the system are, after all, interrelated and institutional improvement and 
system Improvement are /a team responsibility. Each institution is expected to 
focus attention and eufort on its primary FSD service within the institution, 
but periodicalJ ^ the coordinators of the institutions will be called together 
to make an overall system survey and share Information for FSD decisionmaking 
and to assure coordination and relevancy in order to achieve state-wide as 

well as local objectives. " \ , ' 

/' - ' * ■ ' \ 

. y • ■ \ ■ ■ 

IV. Participation in Faculty and Staff DeWlopment 

7- . " • ^ ■■■ \ - 

The following participation guidelines are set forth to assist institu- 
tions and individuals in the implementation of -the FSD program f or ^the State 
TEC System. Some repetition of principles and procediires given above will be 
necessary as specific instructions for participation are delineated. 

■ . . \ ^ 

1. Administrative Criteria _ i 

The following administrative criteria apply to the Vperatlon of the FSD 
program. \ 

(1) Responsibility and Control. The TEC organization, institution or . 
central office dlylsloh, must have pr ofegslonarl ^ s L a f f -emp<)yered to administer 
and coordinate the schedule' of activities to assure that both the actlvltily 
objectives and the FSD criteria are met. Institutional and individual r^cot^s 
must be maintained and kept readily available fof*. personnel\ files and for 

'^reporting and auditing procedures. The FSD coordinator and \the FSD committee 
are specifically charged with the responsibility for leaderstjip and control 
of the program. ^ - \ \^ ^ , 

(2) Planning , Impleiuentation , Evaluation . It^ls exp^^cted that each 
-Institution will develop a clear statement* of rationale and go^ls^for its 

PSD program. The systems approach program design will have thi^ee major com- 
ponents: planning, implementation, evaluation. \ r 

\ : ■ 
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~"Plirmin£T"~TO responsi6iIitj7' lii the "FSD program". The pro- 

gxam has its uniqtie motion elements moving from one level of input to the next 
and accumulating infomrati.oUj experiences, and understanding. It is for thiS; 
reason that individual faculty and st^^ff should be faniiliar with the FSD pro- 
gram and how it; works - its I'urposev-, its l\mitatlon8, its proced'ureo. The 
effective role of i'SD can^- assured oiily by ef£ectf.va coordination through 
communication, leadership, and broad involvetnfcttc of facul*:y ar.^f s^aff. 

.Program planning, including budgeting, involves the asGessrent (audit) 
of both needs and resources. This process should include input from individ- 
uals of faculty and staff and knowledgeable persons having expertise in 
collecting, tabulating, and interpreting data. In addition, the planning, 
process must include making an inventory .of 'resources (people, funds, materials, 
space, equipment) available to meet identified needs.. | 

. , ' . ■ ' ' ^ ■ --- - ■ ■ " ! 

In planning the FSD budget of the institution^ priority shall normally be 
. given to institution-wide or group in-service activities . In planning the 
FSD budgets of individuals, funds shall normally be allocated widely, and 
objectively among the faculty and suaff. Of necessity, limitation of individ- 
ual FSD expenditures must be enforced, primarilT in relation to reimbursement 
for tuition and out-state travel., (See restrictions, pages 8-9.) 

Implementation , Activity is the term chosen to indicate a specific course 
of action to achieve an FSD objective. Implementation of the FSD program 
requires the careful selection of activities to actualize the obj^l:tives formu- 
lated CO meet identified needs. In-service developmen t activities that are 
separate in action but of the same kind or type* can be classified in combination, 
forming a "Development Activity .Unit" (DAU) under one general title. - ap overall 
strategy l^o actualize a general objective. .-s.^-'^—^ . ,r {^^^id^^^ 

The permitted use^* of .FSD funds may be classified in DAUs under general 
titles. The classifications given below cover most of the FSD activities, but 
other titles may be used if more descriptive of special activities. 

. Po3tsecondary Education 

Formal courses on campus or off campus, credit or noncredit, post- 
graduate or undergraduate, without tuition reimbursement or with , 
tuition reimbursement in total or in part, pursued independently or 
as a part of-a curriculum leading to a degree, diploma, or certificate. 

• • . 

On- campus Short Courses . " j 4 4 

— Short courses to improve skills in instruction, planning, dacisio^rv. 
making, task execution, use of multi-media^ continuing education '^ ^ 
courses - with or without CEUs . 

■ • ■ " fi 

On-campus 1t»rkshops/ Seminars/Conferences/ Institutes 
, Consortia with other institutions or int rains tit utional on-campus, 
with or without consultants, with or without CEUs. 

Off-campus Workshops/Seminars/Conferences/Institutes 

Consortia with other institution or interinstitutional workshops, 

etc., off-campus, with or without consxiltants, with or without 

CEUs . ' V 

ProfessiQnal Societies • - 

„ Membership dues and travel. 
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Eduea t^naJr - ^d^Id— Ttrtps- - - — : — ' ~ 

Field trips to TEC and other Institutions and to business and 
industry* 

FSD Resource Center 

Educational supplies and equipment. 

Educational Leave 

Postsecohdary education or work with business or industry. 

Evaluation . The measure to which a given FSD activity accomplishes^ its 
end (outcome in relation to cost) is the basis for accountability.. Every FSD- 
activity, therefore, whether A single activity or a development activity unit 
requires that the applicant identify a "specific need",'that justifies approval. 
In addition, the "expected outcome" to actualize objectives that must be 
described on the application shoxild be statz'^ed in terms of competency, per- 
formance, knowledge, or some ^combination of these, depending upon the nature 
of • the tactivity . These statements describe anticipated results and provide a 
way of measuring success and value. 

In brief, evaluation criteria are necessary for every FSD activity, not 
as afterthoughts, but as the predetermined measures by which the outcome 
should be judged. The criteria are set in the FSD-2 applicati^qn; the judgments 
are given in the FSD-4 evaluation and status report. 

2.. Operationali;Guidelines ^ ; ^ 

A coirrect approach is necessary for satisfactory operation of the FSD 
program. Insight and uniformity will be gained after experience, ^but certain 
objective guidelines are inherent in the organisational nature of ^he' program. . . . 

(1) Program Proposal . The purpose of the program proposal is to assute 
a comprehensive and viable TEC-vide program of FSD activities. The institutional 
proposal is prepared on an annual basis by thexiFSD coordinatot under the TEC- 
wide fotmat; Three forms with narratives attached are required - FSD-1, FSD-2, 
FSD-3. - « 

■ ' , ' ■ - 

FSD-1, Proposal Title Page. The ySD-l program proposal form consists of 
the title page with necessary, signatures, followed. by the narrative, summary 
of program"^ plans for the year. • 

FSD-2 , Activity Application . The FSD-2 form provides description for^ .either 
individual activities and/or unit activities (DAUs) . The use and preparation of 
the activity application is of utmost importance and requires special consideration.^ 

. It is mandatory that each^vFSD activity be covered by an activity applica- 
tion (FSD-2) which is made by an individual for himself or by. k supervisor on 
behalf of a group. The application may be made on jeither the ^tandard FSD-2 
form or on an in-house form prepared for iristitutional use but requiring the 
essential data. These individual and group applications must be kept on file 
for accountability - record, reporting, /FSD documentation (audit). Through ^ 
classification and compilation of these applications the DAUs are formulated. 
The DAUs may be or;janized for an institution as a whole, or for an institution , 
by divisions or by departments or by areas pf service. The number and titles 
of DAUs sliould be adequate to. give a cleiar and compete picture of the FSD 
program for the institution • 

. ■ ■ * 15 . 



The FSD-2 activity applications, which accompany the program proposalT 
must be prepared oa the standard FSp-2 form and submitted to. the Coordinator 
for Faculty and Staff Develipment,* State Board, for approval. This form 
calls for adequate activity identification, purpose, and estimated cost. In 
most instances, this application will be entitled as a DAU, e.g., postsecond- 
ary education, workshops/ seminars/ confefences/ institutes, professional 
societies, interinstitutional visitations, FSD resource center. Consequently 
very few applications will be submitted to the state FSD coordinator although 
the local institution has accumulated a number of individual activity applica- 
tions compiled to make the DAU. ■ . 

The information which must be included on each activity application 
(individual or DAU) is as follows: 

Institution name - 
Activity title 
Activity date(s) 

Activity location - city, state . ' ^ 
Number of participants 
Name of individual or group 

Specific ne^d . ' 

Outcome expected - objectives to be accomplished j 
Estimated cost (see chart of accounts below) ! 
Signature - applicant, FSD coordinator | ( 

•€)ate submitted. Date approved . 'I 

^> Activity narrative (mandatory if 'DAU) | 

. - Special attention should be given to the identification o^ .'^specific - 
lieed" and "outcome expected". This requires answers to certain questions. , 
First, "Why was this particular activity chosen?" Next, "What outcome (what ^ 
ability)~(or what skills) ('or what knowledge) is expected from this ..activity f 
Asked' another way, "What is the evidence that the objectives have been met? 
The applicant (s) should be able to say, "At the end of this activity I ^we; 
sha 1 be able to ..." in relation to a need in a functional, area on-the-job 
in TEC. 

In making an activity application, each member of the faculty and staff 
should jmderstand and be prepared to use the current FSD chart of accounts. 
The FSD account number', title, and explanation follow,: _ 

530100 Salaries 

Salaries of visiting instructors for on-campus courses (not honoraria 
' for gonsultants) . This account covets also stipend (salary) for.: 
Educational Leave (substitute's salary not allowed from FSD funds). 

530202 Travel and Subsistence 
Authorized institut:i,onal travel expense for Individual or group for 
approved FSD activity and approved in conformity with state, law 
governing mileage and per diem. (Travel expense for attendance at 
Institutional association meetings or commuting expense for education 
courses or for work experience » is not covered under FSD funds.) 

530214- Educational Consultants 
Honoraria and other expenses for consultants - on-campus or 
consortia. Travel for consultants must be charged to this 
account (not 530202). .. , , 



*This title effective July 1, 1975. 
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— -•:5^3030?-'^du crgtrttnml^ 

Educatioiial supplies, for upgrading station. Faculty and Staff 
Resource ♦Center, IFor 'use exclusively for faculty and staff develop- 
ment, e*g., professional journals and books'^ professional education 
modules, and cassettes". Covers also limited expense for duplicated 
materials for consortia (wbtkshops, seminars/conf|^rences/institutes) 
but not costs of personal books and supplies. 

530411 Professional Memberships 

Individual membership dues of professional, societies (not civic nor 
political organizations). Authorized travel cost within limits set 
by the instjitution for attendance at meetings of professional societies 
is charged to 530202. ^ ^ 

^> • . . 

530470 Tuition Reimbursement /V 

Tuition for approved postsecondary courses, in total or in part, and 
course related. fees, if any. (Reimbursement is not allowed for travel, 
cost of books^^d supplies, and incidental fees.) This account covers 
also registration application for workshops/seminars/conferences/institut 

530607 Educational Equipment • 

Expense of educational equipment is restricted exclusively to purchase 
for FSD Resource Center.. Equipment must be specialized equipment which 
is essential to faculty and staff development and must be used in an 
innovative application. It may not duplicate nor replace available equip 
mei^t. nor meet regular institutional equipment needs.. ..Special justifica- 
^^tibn must* accompany, ajpplicatipn for purcha^^ 

FSD-3» ^, Budget Summary . The FSD-3 form gives a FSD budget summary of 
estimated income from normal^revenue sources and matcbing allocation of state 
funds and. of estimated expenditiires-^or^he various activity applications. The 
suranary lists activities by DAU titles, ^Ith-to^l estimated e^enditures" for 
each (withbtit breakdown into account classification^. - This Jbudget summary is 
submitted with the annual program proposal and serves to govern--FSD_expenditures 
diiring the fiscal year. ' 7 — 

(2) . Program Reports . The annual FSD program report is composed of three 
major divisions, utilizing three forms. ... 

FSD-4 , Activity Evaluation and Status Report s A separate report for each . 
approved activity application (FSD-2) mustr be 'made. The FSD-4 should be com- 
pleted at the time of completion of an activity and held for inclusion in the • 
annual FSD report as documentation for FSD-5 and FSD-6 i This irepprt consists 
of two parts. - * 

Funds ' Data > Each application for activity approval (FSD-2) inclydes an 
estimate of expenditures for the activity; each evaluation and status 
report (FSD-4) must give the actual cost of the activity. The compila- 
tion of data from individual activity reports wiir g±^e the data for a 
DAU report (FSD-4) . This data will be reflected in expenditures recorded 
in the fiscal budget summary (FSD-5) . , 

Activity Statuis and Evaluation . The status and evaluation report pro-i 
vides for a detailed institutional report of status and evaluation of 
each activity. An adequate narrative must.be attached to the FSD-4 
report, giving the institutional evaluation, of the activity. The nar- 
rative should document briefly ^but adequately the res.ults/outcome of 
the activity. This report will be reflected in the annual institutional 
evaluation .of activities (FSD-6). 



FSD- 5, Year-end Fiscal Budget Sxnnmary . This document provides break- 
down exhibit of funding sources (revenues allocated and conmitted) and 
expenditures nade for all activities of the fiscal year, ended on June 30. 
All expendttures" reflected under:^SD-5 column designated "Approved (FSD-2) 
must be consistent with approved line items on the application for activity 
approval (FSD-2) and the actual expenditures reported on the. evaluation and 
status report (FSDr4). - This report will also reflect funds budgeted for 
restricted sponsored FSD activities described in an application for activity 
approval (FSD-2) . Restricted sponsored revenue should be disclosed to the 
extent expended during the report period. .The FSD-5 carries DAU titles with 
costs for each listed by account ntnnber. 

FSD-6; Annual Institutional Evaluation of Activities . This report pro- 
vides a summary exhibit of status and institutional evaluation of each and 
all activities of the FSD program for the fiscal year. The report lists all. 
DAUs by title and objectives, arid provides information covering activity 
status,^ evaluation, and actual costs.-... The evaluation criteria are set in a 
"Key" foV Institutional Evaluation of Activities." ' 

The coordinator of faculty and staff developi^ent for the State Board will 
prepare an annual report, with. exhibit by institution, of all FSD institutional 
activities of the South Carolina Technical Education System. The. institutional 
reports (FSD-6) will provide the information for this report. 
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CENTRAL OFFICE STAFF. DEVELOPMENT PROGRAM 

The policy of the State Board for Technical and Comprehensive Education 
grants authority for activities and funding for a staff development program for ' 
State Board Central Office employees. The purpose set forth in the policy 
and the guidelines and procedures issued for TEC institutions by the executive 
director govern the. staff development. program for the central office employees, 
subject only to such modifications as are necessary for the appropriate opera- 
tion of the program for the central office employees. All employees of^the 
central office shall be accorded the privileges. of the program established, 
and shall comply with the stipulations governing the program as set forth In 
the policy adopted and the guidelines and procedures issued. ' 

In the following 'Sections special guidelines and procedures are described 
for the operation of the staff development program. for central office employees. 



I. Design for Staff Development - Central Office ' , 

For the purposes of staff development the several divisions of . the 
centralNjffice shall be considered as a whole, with one design and one budget. 
The director of each division of the State Board shall coordinate the activities 
of the empl^ees of his/her division, and shall submit approved applications 
for activitiesNio the coordinator of faculty and staff development for the State 
Board. Based on^pproved activities submitted by division directors, the state 
coordinator of faculfcy and staff development shall prepare the central office 
program proposal and sbb^init it to the executive director for consideration, and - 
action. 



Employee of the central office *are eligible for the In-service develop- 
ment activities described in the guidelines and procedures for__FSD of the 
State TEC System, subject only to rest^rictions inherent in specif icT^actlvil^^ 
and the availability of funds. 

2. Application for Activity Approval 

An employee: or a group of employees, wishing to have an activity con- 
sidered shall subWit a written application to his/her immediate supervisor, who 
shall attach his/her recommendation before forwarding the application to the 
division director.\^ All activities of the employees of a division shall be 
approved by the division director. 
"■ \ 

3. Selection of Activities 

\ ' ' 

Activities shall be selected and approved on the basis of promise of bene- 
fit to the State TEC \ System as follows: (1) to develop the skills and/or 
knowledge to meet identified needs in the operation of the State TEC System, 
and/or (2) to meet the demand for adeqioately trained personnel for existing 
or projected positions of service essential to^ the administration of the 
central office. 

4. Off-duty Activities ::r 

Employees are encouraged to schedxile their personal development activities 
during off-duty hoars if pbssiblet, but if this cannot be done, the employee 
may request a change of Iwork schedule for the approved activities. The employer 
may alter the employee's! work schedule, if so doing will not interfere with the 
normal efficient op'eration^ of the employee's duty area. . ^: 

An employee who tak^s an^^proved course under provisions of off-duty activ 
ities may receive reimburlsei^ent for tuition and course related fees, in total , 
or in part, for satisfactory completion of the course. Satisfactory completion 
of a course is interpreted to mean "B" grade, or higher for jgraduate or post-*^ 
graduate stu^iy, or "C" grkde or higher for all other study. All other expenses^ 
incJluding activity fees, graduation fees, travel, cost of books, and supplies, 
etc., shall be paid by, the employee. Reimbursement for tuition for approved 
credit courses shall normally be limited to one course per quarter or sem&ster 
per individual, with reimbursement limited to three approved courses (9 semester 
hours or 13 1/2 quarter hours) per fiscal year in amount per credit hour not 
to exceed the highest rate charged for equivalent credit by the state-controlled 
four-year colleges and universities of South Carolina. " ^ 

"In order to insure that a reasonable re'iium is gained from the investment 
of development funds in continuing study and training, the employee who leaves 
the employment of the State TEC System shall be required to make repayment 
of all amounts paid for /reimbursement for courses completed within the last 
nine calendar months pr^or to leaving, ordinarily by deduction from the final 
compensation payment. / ^ 

5. Membership In Professional Societies ^ 

Eitiployeep are encouraged to participate in the activities of professional 
societies most closely related to their areas of service. The procedure is 
for the employee to submit a written requesj: for approval of menibershipi 
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naming the society and the amount of dues. The dues for affiliation vrtt 
the society! shall be for personal membership and shall have written approve^ 
of the division director, made, In advance upon recommendation of appropriate^ 
division official. The reimbursement for dues In professional societies ' ^ \ 
shall not exceed $50 per individual within a fiscal year. Travel and other ' 
expenses to attend professional society meetings may not be Included in staff 
Lopment expense, .but may be authorized by the division director from the 
divisloiPSuaget:^ 



6; V Educational Leave 

^ . Prpvisions for educational leave §ire set forth in tKe~T>olicydocument 
of the State Board for Technical and Comprehensive Education \mder^he^--:title: 
"Educational teave Program for South Carolina Technical Education System." 



II;.. Planning and Budgeting Procedures 



The piaaning and budgeting procedures for the central office shall follow 
in general those established for the institutions, with such exceptions as 
necessary for central office operations; The calendar for plans and reports, 
and the other proposal and report forms shall be used, as applicable. 

1. Central Offi c e Staff Development Plan ; • 

The diractov- of faculty and staff development for the State Board, 
following tl:e calendar. for plans and reports, ; shall establish a timetable 
for the selc--tic of activities and/or participants for the cental of^ficc. 
In developing tae timetables, cut-off dates for accepting applications for 
admission to .olleges and universities shall be considered. Timely announce- 
ments of timetables arid development program information shall be made. 

It shall be the responsibility of tbp division directors to approve ail 
development activities o£ his/h'er. division zxid to forward them to the state 
coordinator of fiiculty and staff development. The approved activities of the 
several divisions of the central* of flee shall be put in proposal form,^with budg 
et summary, and submitted to the executive director for his review and action. 

.2. Central Office Staff Development Budget 

The State Board shall incorporate within the system budget request to • 
the State Budget and Control Board adequate funds for a staff development pro- 
gram for employees of the centr^al office. 

Funds ^committed for the staff development program shall be expended only 
for activities which are clearly identifiable and reasonable under the approved 
development plan. The program shall be operated on a fiscal year basis under 
a, clearly identified budget of funds available and committed. The budget ^ 
•ahall be, prepared and administered in conformity with the\ fiscal policies and * 
procedures of the State TEC System. . - 
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EDUCATIONAL LEAVF PROGRAM 
I. Definition of- the Rrogram 



General: Purpose 



^ ^ The purpose of the educational leaye program Is to provide a means by . 
"which each of^'the faculty and staff of the South Carolina Technical Education 
Syiatem may have pppprtunlty to further his/her education and tb liiq)rove his/ 
her skills and efficiency 4n his/her present position and to prepare for 
opportunities for his/her advancement with the State <J!EC, System. ^ . 

2. Participants 

., .. ■.. ■ . ^ ■ 

Facility and staff arie; terms Ifiterpreted to Include teaching faculty, 
administrators, and other no^lnstructlonal employees such as clerical, 
maintenance. Janitorial, and auxiliary personnel. Each full-time employee 
of the State TEC System, without regard to sex, age, religion, race, color, 
or national origin, rcay participate in educational leave, subject only to 
testri'CtioniB inherent in specific types of leave. * 

3. Definition of Educational Leave . 

Educational leave is interpreted to mean 4>erml80ion to be absent full- 
time or part-time from work or duty, with or without stipend, to pursue an 
educational objective. The educational objective may be (1) participation 
in postsecohdary courses of study, whether on the undergriaduate or' graduate 
level, and for \^[hich degree credit is or is not given, and pursued independ- 
ently or as a part of a curricxilum leading to a certificate, diploma, or 
degree; or th^ educational objective may be <2) participation in an upgrading 
work experience with business or industry .to improve technplogical knowledge 
and skills. Edi-cational leave shall be granted only tor tiie actual terms of 
the activity. ^ . . 

r / ' ' ' ' ' 

4. EllRlblllty ^ i 

Any permanent fxill-time employee in good standing of the State TEC | 
System. who has satisfactorily completed at least nine months of continuous 
employment during his/her current period of employment is eligible for educa- 
tional leave. ' 

5. Applying for Leave « ^ 

' An eligible employee shall apply by submitting a formal application 
through organizational] channels to the president or; director or his designee 
at least nit^^ty (90) iays before the first day o^ -leave requested. Such 
submittal shall br made by the employee to his immediate supervisor, who may 
attach his recommendations before forwarding the application to the president 
or director or his designee. 

. The .application jshall include (1) the type, purpose, "and duration of 
the leave requested; ;(?) verification of acceptance for entrance into the 
activity for which the leav^ is requeisted;. (3) such Sther information as 
Willi be helpful to the reviewing authority in 'reaching a determination. 

ERJC / ,, ■ .,/ , ■ ,s 



6. Selection of Recipients . \ ' - . .' ^ 

the selection of recipients shall be based upon the' following general^ 
objectives': (1) to develop the skills and/or . knowledge of employers to 
meet develolpment needs of faculty and staff of the Instltutlp^n, and/or 
. (2) jo meet the detnand for adequately trained personnel ^or^exlst;lng or , 
:projected specialized positions cf Instruction' or administration essjentlal 
.:to the successful operation of ^the. State TEC System. 

" Factors to be considered >5liX;. the selection of participants" shall 
Include: \ / . * ' 

(1) "Length df^prlpr ^eifvlce; . 

(2) Past perfo'tmance^ reviews; 

(5). Demonstrated commitment to the objectives of techn^cal- 
occupational education; ' ° , 

(4) Need/value of upgrading training for job performance; 

(5) Specifically identified need of the institution or the State 
TEG. System for the ^upgrading training proposed; 

(6) Possible disruption o^f participant's arieas of service during 
activity; 

(7) -Funds available for proposed activity. - 

7. Notification '[ ; 

Insofar as possible, the employee's request shall be acted upon and 
the employee notified no later than sixty (60) days prior to the "first day 
of leave requested. ^ ^ , . 

If the application is approved, an educational leave contract stipu- 
lating the' conditions of the leave shall be issued in triplicate, bearing 
the signatured of both the employee and the president or director. T^ie orig- 
inal and one copy shall be submltte^d to the state cpordinatoii of faculty and 
staff development for necessary consideration And action, .s; 

^ «. '--^ ^ ' ' , ' • 

8. Reinstatement 

Upon an employee's successfiiL completion of a full-time leave, he/she 
shall be reinstated to his/her former position, given a position of like 
status and pay, or promoted- to a higjier positioh. * 

II. Stipend Provisions for Educational Lea ve 

1. ' S'tipend Definition 

■f " ■ . , , ^ ^ ■ ■ 

A stipend is interpreted to mean a basic living allowance to provide 
support of a person otherwise motivated to continue his/her education. 

2. Amount of Stipend , * 

, ' ■ . ' •* . 

The basic living allowance shall not exceed 60% of the compensation 
(salary) in effect for the employee at the date of approval 'of his/her 
educational leave, payable in regxilar pay . periods 'during his/l]er period, of 
leave. ^ . ^ 
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-Employees' on full-time or part-time leave , for postsecondary education, 
■ay receive reioburaement for tuition and course related fees, in total or ■ 
it part.^ for satisfactory completion of approved courses. Satisfactory 
completion is interpreted to mean "B" grade or higher for graduate or post- 
graduate study, or "C" grade or higher for all other study. All other _ 
expenses, including activity fees, graduation fees, travel, costs of books 
acd aiipplles, etc., shall be paid by the employee. 

4. Where Stipend Can Be Used ^ , a 

' (1) Postsecondary Education . If a program of study for which a sti- 
pend is awarded is offered by one or more accredited institutions of higher 
learning vithin the ^tate of South Carolina and the recipient is able to gain 
admission to one of these, the .stipend shall be used in said institution. 
If Aot, the stipend may be used at any accredited institution to which the 
recipient is able to; gain admission. 

(2V Work Experience with Bustoegs or Industry.. The stipend awarded 
fdr work witTbuslness or industry shall be used for an approved upgrading 
work experience in a responsible position in the recipient s particular . 
specialty. This work experience shall be in other than an academic envir6)i-,^^ 
meAt and shall not involve the recipients' giving instruction to others ,in 
a business or industry . 

5. l^eave-Stipend Committees , - ■ . 

• (IV Institutional Leave-Stipeiid Committee . The faculty and staff 
development cpmmi4U:ee_ shall serve as the leave-stipend '^°'^"^%f°' ' 
iQStitdtion shall take appropriate action to select stipend recipients, ■ 
subject to review and approval of the president or director. 

V9V r.Pntr»1 Office Leave-Stipend Committee . The state coordinator of 
faculty and staff di^^pment and the division directors shali serve as^the ^eave 
sti^nd committeejfor the State Board for Technical and Comprehensive Education 
a^ shall review thfe stipend applications received from the institutions and 
make recommendations to- €he executive director of the State Board. 

6-. Stipend - Approval 

The. stipends to be offered within the State TEC System must be approved 
• by the St^te Budget and Control Board «aeh year.. Each ins tit^^ must 
- Stermine what stipends are needed and std^mit a request for ^ the stijpds with 
Si necessary data, to the director of faculty and staff development. He wiU 
collate the requests from the ;lnstitutions and furnish a list of requests to 
Se central of fice leave-stipend committee. The central office leave-stipen^ 
• ^t?ee will review the applications received from the i^^^J^-^^-^jf 
rerommendations to the executive director, who will approve the ^ tip ends to 
be of f ered and will submit a letter requesting' authorization to tjie State 
.'Personnel Mrectbr for the approval of the Budget and Control f .^^^^^^^ 
o^emonth must be allowed for Budget and Control Board approval. (Stipend 
requests should be included in the FSD proposal for the fiscal year, ^ 



• /If the recipient of educational leave for postsecondary education or 
for work experience with business or industry receives educational allowance 
(excluding veterans' benefits and loans) from ai:\y other public or private 
source and/or compensation for work experiences / the total amount of such 
allowances and, the stipend shall not exceied the recipient's contract salary 
,dt the time of leave. If the nonstipend allowances exceed 40% of the. con- 
tract salary, the stipend shall be reduced accordingly. 

8. Deductions from Stipend , , . * 

It should be noted that stipends awarded under this program are con- 
sidered taxable income by both' the South Carolina Tax Commission and the 
Federal Internal Revenue Service. Stipend payments, therefore, are subject 
to withholding for income taxes. South Carolina Retirement System, F^.I.C.A., 
and any other deductions the employee may authorize. \ 

9. Concurrent Awards and Benefits " 

An employee who accepts a stipend award under these provision^ may 
apply for and accept a research assistantship or a teaching assistantship 
through the university he/she is to attend. Recipients may receive all 
benefits to which they are entitled as veterans. They may also ^ apply for 
any of the various student loans available' from governmental agencies, pri- 
vate lending institutions, etc.. However, a recipient may not concurrently 
receive an educational allowance from any other public or private source 
when that allowance is conditioned on a conflicting .employment obligation 
iiicurred by the recipient. To accept su^ch aid will result 'In the immediate^ 
forfeiture of the stipend. A person who forifeits a stipend in this ma.nner « 
w'ill be obligated to fulfill his/her service commitment or mal^e repayments 
to the institution under the terms of the educational leave contract, 

III. o Types of Educational Leave' 

" ' Educational leave is of three general types: (1) Educational Leave for 
Postsecondary Education - part-time leave (with part-time' employment), 
without stipend or with stipend; and full-time leave, without stipend or 
vlth stipend; (2) Educational Leave for Work with Business or Industry - 
part-time leave (with part-time employment)^ without stipend or. with' stipend; 
and fiai-time leave, without stipend or with stipend; and (3) Agency Directed 
Educational Leave for Postsecondary Education - part-time or full-time, with 
full salary. 

1. Educational Leave for Postsecondary Education 

• (1) Part-time Educational Leave for Postsecondary Education . Part- 
time* educational leave for postsecondary education is interpreted to mean 
reduction of work or duties in order that the employees may take approved 
courses in postsecondary education. The employee thus becomes d part-time 
employee of the institution. 

Part-time Educational Leave without Stipend . Part-time educational 
leave without stii)end may be granted an employee under provisions that he/fhe 
will have a reduced workload with proportionate reduction in regular compensation 
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for the term of leave. The employee will fulfill duties commensurate with 
the compensation,- but shall receive no-stipend. 

Part-time Educational Leave with Stipend . Part-ttnife educatiot^al leave 
with stipend may be granted an employee under provisions that he/sha have a 
reduced workload with prbportionate reduction in regular (compensation for 
the term of leave. The employee, however, may receive a stipend to cover in 
part the reduction in regular compensation during the period of leiave. The 
"part-time stipend shall be the proportionate amount of fiai-time stipend. 

Reimbursement of Tuition . An employee who takes approved courses under 
the provision of part-time educational leave, with or without stipend, may" 
receive reiid)urs(^ent for tuition and Course related fees, in total or in 
part, for satisfactory completion of the courses. 

(2) Full-time Educational Leave for PosJtsecbndary Education . Full- 
time educational leave without stipend is interpreted to mean nonpay status 
on leave to attend a postsecondary educational institution for an approved 
program of study. > 

Full-time Educational Leave Without Stipend . Educational leave without 
stipend for full-time postsecondary education may be granted for a continuous 
period of not more than nine months between September 1 and June 1 in 
approved courses of study that (^nnot be normally scheduled between Jtxne 1 
and September 1 of a calendar, year. 

RelpJ^ursement of Tuition . An employee iii the nonpay leave status may ' ^ ^ 
receive reimbursement for tuition and course related fees, in total or in " 
part, for satisfactory completion of approved courses. 

Full-time Educational Leave with Stipend . Full-time educational leave 
with stipend is interpreted to mean leave with stipend to attend full-time 
a postsecondary educational institution for, an approved program of study. 

Postsecondary Education with Stipend . Full-time leave with stipend 
may be granted for the length of a college term or. terms not to exceed nine 
(9) consecutive months, or a total of eighteen. (18) months within a 48 month 
period., 

. Approved Curriculum . ,The recipient shall be enrolled full-time in 
courses of a curriculum approved under the individual's FSD program within 
the area of his/her .professional responsibility and/or courses that will 
contribute to th^ effectiveness and efficiency of programs and/or adminis- 
trative functions of the State TEC System. 

Course Workload . ' The. recipient shall take no less than the normal course 
workload as defined by the institution he/she is attending, with the exception 
of the last term in the institution during which he/sKe^ may' take as few "course 
hours as are necessary to complete the. requirement s.. if or graduation. 
. * ■ - ■ 

S atisfactory /fcademlc Achievement . • 'The recipient 1^ expected to main- 
tain satisfactory academic achievement which Is interpreted to meap an academic 
average of, "B" or better for graduate and postgraduate work, and "C for all 
other study. 



Reimbursement of Tuition , In addition to the stipendr" the employee ^ 
may receive reimbursement for tuition and course' related fees, in total or 
Yn'part, for satisfactory completion of approved courses, 

Note , All stipend recipients are subject to applicable restrict lens A 
set 'forth in section II, Stipend Provisions for Educational Leave , 

2, .. Educational Leave for Work with Business or Industry 

Approved Work Program , The selectir'n of recipients and approval of work 
program Phsll be based opon the folUi ing objectives: (1) to provide'^aculty| 
and staff ^^Ith opportunities to keef» abreast of technical developments and^ 
work requi ri'isents in business and i.KlvUitry, and (2) to upgrade the employee's^ 
competence c^s a technologist-educator in fulfilling the institution's educa- 
tional purposes in technical-occupational education,. * 

■ , ' ,a 

(1) Part-time Educational Leave for Work with Business or Industry , 
Part-time edvcatlonal leave is Interpreted to mean reduction of work or duties 
in order that the employee may participate in an approved program o^f upgrading 
work experience. The employee thus becomes a part-time employee of the insti- 
tution. . . 

J ... 

XPart-time Educational Leave without Stipend , Part-time educational 
leave for work with business or industry may be granted an employee under 
provisions that he/she will have a reduced workload with proportionate reduc- 
tion in regular compensation for the term of leave. The employee will fulfill 
duties commensurate with the compensation, but shall receive no stipend* 

Part-ti^nc E ducational Leave with Stipend . Part-time educational leave 
for work with »jus?'*ess or industry may be granted an employee undey provisions 
that he/she have a reduced yorkload, with"" proportionate reduction in regular ' 
compensation Vfoic the ter|n of leave, Tlie employ.ee, however, may receive a 
""sfipgnd-feo-^^CQver in part the reduction in regular compensation during the 
period of leave". The part-time stipend shall be the proportionate amount of 
full-time stipend. 

(2) Full-time Educational Leave foy Work with Business or Industry . - 
Full-time 'feduc^tional leave without stipend is interpreted to mean full-time 
leave in order that the employee may participate in an. approved program of 
upgrading work experience, without stipend or with stipend. 

i ;Full-time Educational Leave without Stipend , Full-time leave without 
stipend for upgrading in-service work experience with business or industry 
may be approved for a continuous period of not more than nine months between 
September 1 and June 1, 

\ full-time Educational Leave with Stipend . Full-time leave with stipend 
for w(^rk with business or industry may be granted for a continuous period of 
time not to exceed nine conseciiitive months, or a total of eighteen (18) months 
withinl a 48 month period. ' ' " 



Nbte . All stipend recipients are subject to applicable restrictions 
set ferth in section II, Stipend Provisions for Educational Leave , ^ > 
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3. A gency Directed Leave for Postsecondary Education 

(1) Definition . Agency directed educational . leave Is Interpreted to 

. mean full-time or part-time leave, specifically directed by the agency head, 
with full salary, tuition, and agency approved fees, paid by the agency, 

(2) Purpose . The State Board for Technical and Comprehensive Education, 
as an agency of South Carolina State Government, may provide educational leave 
fjT employees In order to develop skills and/ or knowledge needed In positions 
in the State TEC System. - 

(3) Selection of Recipients . When it ha's been determined that in order 
to fill a position in question it will be necessary to train a person currently, 
on the payroll by sending him/her to a postsecondary educational . institution, 

an announcement relating to .the position shall be circulated at least one 
month prior to the deadline for applications. 

An employee wishing to be considered for the training shall submit a 
request in vnrltlng prior to the cut off date.' Such submittal shall be made 
by the employee through organizational channels to the president/director of 
an institution or to the appropriate division director of the central office. 

Final selection shall be made to the central office leave-stipend com- 
mittee, subject to review and approval by the executive director of the State 
-Board. . 

(4) Request for Authoriziktion . Agency directed educational leave shall 
be approved in advance by the State Budget and Control Board. A letter of 
■ "Request for Authorization" shall be submitted by the executive director of 
the State TEC Board to the Budget and Control Board for approval at least 45 
days before classes are scheduled to begin. 

An educational leave contract shall be completed by the applicant and 
• approved by the executive director. The original and two copies of the 

contract shall accompany the request for authorization. . The State Director . 
of Personnel shall v^th'dicate the Budget and Control Board's approval by sign- 
ing the contract. The oriiin^ and one copy ^ shall be returned to the executive 
director of the State TEC Board; the remaining copy shall be retained by the 
State Personnel Division.* 

Note. All recipients of agency directed leave for postsecondary educa- 
tion i7r"subject-to applicable restrictions set forth in section II, Stipend 
Provisions for Educational Leave , and section III, 1. Educational Leave for 
Postsecondary Education, above. 




*These guidelines are compatible with the philosophy and intent expressed 

m the document, "Educational Leave Program for Agencies of South Carolina 
State Goverhment", adopted by the State Budgetr.and Control Board, January 23,. 
1974. 



3i 

28 



JL. Obligation of Employee to Employer 



The recipient sh^lL be committed to serve the Institution of the State 
TEC System for at least one and. one-half months for each full or partial 
month the stipend Is received • 

If an employee falls to return to work within 30 calendar days .after 
completing the term of educational leave stipulated In his/her educational 
leave contract other than for good cause, repayment of total expenses paid 
by the Institution during the lei^ve term (salary, tuition, fees, etc.) shall 
be paid within 30 days. If an employee terminates his/her employment with 
the Institution before completing his/her obligatory services for any reason 
other that! for good cause, repayment of expenses paid by the institution 
during the leave terms (salary, tuition, fee^s, etc.) shall be paid within 30 
days in an amount proportionate to the time remaining in his/her service 
obligation and the total expenses paid. Good cause shall be limited to long- 
term disability resulting from personal illness or injury, or illness within 
the immediate family (spouse or child) which irtakes it necessary for the family 
to relocate. .. 

The amount of the repajrment shall not exceed the total exp ises paid by - 
the institution during the leave peripd (salary, tuition, fee, etc.). The 
institution may deduct the amount owed from checks due the. employee fot 
salary an J unused annual leave earnings. 

In the evetnt the employeejLs called into service by a branch of the 
United States armed' forces, he^may complete his obligation to the institution 
upon release from the military. " 

2. Obligation 6f Employer to Employee 

The institution may dismiss or suspend the employee, /or cancel the leave 
only for good cause. Good cause includes breach of contract, failure to meet 
the social or academic standards of the postsecondary institution, or the 
establislied standards required for all state employees. 

» . ' 

Upon the recipient's successful completion of his/her course of study, 
the employer shall reinstate him/her to his/her former position, to a position 
of like status and pay, or promote him/her to a higher position. 

If, for any reason other than leave cancellation for breach of contract 
or' misconduct, a recipient does not cbmplete th6 course of study for which 
the stipend was granted, the institution shall reinstate him/her to his/her 
former position or to a position of like status and pay. \ 

3. Leave Cancellation and Standards of Conduct • 

Academic Standing. If the employee fails to maintain an academic average 
of "B" or better for graduate or postgraduate study, or "C" or better for all 
other study, the president Vr director of the Institution may cancel his/her 
stipend. 
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• Conduct. The recipient shall be aware that he/she is a representative 
of the State TEC System and its ina^titutions and the state and, as s^ch, is 
responsible for the image he/she reflects. Excessive absence, participation 
in campus disturbances or any other activity which would brlng\ discredit 
to the State TEC System and its institutions or the State of South Carolina 
may result dn cancellation of the stipend and/or sucli other appropriate action 
as the misconduct may warrant. 

Cancellation . Upon cancellation of the stipend, the recipient may- be 
either reinstated by the institution in the same or like, position held at the 
time t lie leave was granted, or discharged as appropriate. ' 

4. Status of Stipend Recipients While on Educaitional Leave 

Employees receiving stipends under this program shall be considered to 
be on fxill-time educational leave with part pay. 

While in leave status, recipients shall not earn anntial leave or sick 
leave. Accrued annual and sick leave earnings, shall be carried over until the 
employ €^e returns to work. They are, however, entitled to the normal short 
student holidays observed by the institutions attended, such as Christmas and 
New Year's, spring recess, and the short period between academic^ sessions. 
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FACULTY AND STAFF DEVELOPMENT PROGRAM 
SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM 

EPiUCATIONAL LEAVE APPLICATION AND CONTRACT 

♦To [ \ • , 

(Institution) " 

' , ■ ' — , hereby apply for Educational Leave 

from • , 19 , to , 19 , for educati<ir^l 

purposQ:^ as follows: J 



I have been a permanent full-time continuous employee of this institution since 

/ _, 19_ . My current salary is $ for months oi 

service per year. 

1. Educational Leave without Stipend : I understand that I shall receive no 
stipend (salary), but. if my educational leave involves postsecondary courses of study, 
-I shall receive reimbursement of the expense of tuition and course related fees in the 
amount of $ 1 for courses completed satisfactorily during ray educational leave 



2. Educational Leave with Stipend : I understand that I shall receive a stipend 
consisting of a basic living allowance of $_____> payable in regular pay periods 
during ray leave period, and if my educational leave involves postsecondary courses of 
study, I shall receive reimbursement of the expense of tuition and course related fees 

in the amo lint of $ for courses completed satisfactorily during my educational 

leave. 

If granted educational lea\[e, without stipend or with stipend, I hereby agree to 
abide by the regulations governing leave as set forth in the Educational Leave Program * 
for the South Carolina Technical' Education System and will fulfill my service obliga-\ 

tion of ^ months based on the period of this leave, or if I terminate my employment 

or. fail to complete my service obligation, t will repay within 30 calendar days the 
expenses of my educational leave incurred on my behalf by the institution in proportion 
to my unfilled service, obligation unless I am released from my obligation for good 
cause which is limited to meaa long-term disability from personal illness or injury, 
or illness within the immediate family (spouse or child) which makes it necessary for 
the family to relocate. 

I understand that my employer, in approving my application for educational leave, 
agrees to fulfill employer obligations to me in accordance with the regxilations set 
forth in the Educational Leave Program for the. South Carolina Technical Education 
System. ' 

APPROVED: SUBMITTED: 



(President/Director) . (Applicant) 

Date Bate 
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APPENDIX A 



PROGRAM PROPOSAL AND REPORT DOCUMENTS 
FSD 

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM 



NOTE: 

FORMS FSD-1, FSD-2, FSD-3 ARE DESIGNED FOR THE PROGRAM PROPOSAL , 
FORMS FSD-4, FSD-5, FSD-6 ARE DESIGNED FOR THE PROGRAM REPORT . . 

FORMS MAY BE PREPARED FOR IN-HOUSE OPERATION OF FSD PROGRAM. / 

Suggested are the following: 
. ^ Application for FSD participation 

* (Form may carry sections for various activities 

with estimated costs) : 
Forms for reports to tSD coordinator \ , . 

Records of participation in FSD activities 
\ ,. (For personnel files) 

Reimbursement vouchers 
X (Breakdown of "permitted"* expenses) 
' Efet.t (Other forms as needed and/or desired) 

^ 'X 




FA.CULTY AND STAFF DEVELOPMENT - 
FOR ■ 

SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM 



GENERAL INSTRUCTIONS ' ' . . 

!7 " 

It is important to observe the. following general instructiors in the 
preparation of the faculty and staff development (FSD) program proposal. 

1. . Guidelines 

Review "Guidelines and Procedures for Faculty and Staff Development" 
for the South Carolina, Technical Education System. 



2. Fiscal Procedures 

Review established general and fiscal procedures apMlcable to manage- 
ment and accounting of FSD funds and the submission, of reportSy. 
"Reference: FISCAL PROCEDURES MANAUAL, Volume I, SeWlon 24.X.0(^i 

3. Preparation of Proposal ' V 

■ ' . \ 

Prepare all proposal documents In triplicate. On or before Jxily 15, \ 

of the fiscal year, submit two complete sets of documents to 

Coordinator of Faculty and Staff Development 
Division of Educational Services 

State Board for Technical and Comprehensive Education ^ 

Robinson Building, Lexington Avenue 

West Columbia, ^South Carolina 29169 « 

PROGRAM PROPOSAL FORMAT 

The faculty and staff development (FSD) program proposal is- composed of 
"three major divisions as followss 

1. Narrative Description (Attach to FSD-1.) - 

The narrative description will cover the scope of ^the program in terms 
of need, priorities, objectives, procedures, and resources^. Respond to the 
following elements : 

(1) Priorities . Describe the priorities chosen and the rationale 
\ for selecting them. , 



(2) Objectives . Relate the activity objectives to the goals or 
\^ purpose of the institution. 

j(3) Involvement in Planning . State the specific ways the members 
of faculty and staff were involved in planning. 

(4) Participant^.. Give the general methods for enl^istingc partici— 
pants, for dtssemination of information, and for continuous 
Involvement of faculty and staff. . 

. . . ' . ' 37 • , \ . 
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The narrative description outlining the FSD program is an es.sentj.ai 
component of the proposal. The .narrative should be a clear but a con<fise 
description of what is planned and why. Anyone should be able to read it 
;/ and understand its full intent without misinterpretation or lingering 

questions. It sets the tone for the program and gives a sense of d,ts * 
significance, its relevance, and its. credibility . . ' 

Since the narrative will briefly summarize the content of the program 
proposal, write it after the priorities have been selected and the activities ^ 
described. Base the narrative summary on what is in the proposal, not pn 
preliminary (and necessary) thoughts prior to designing the program. G03/ 
intentions, by themselves, are not enough. / f 

The pro'gram prqposal of necessity will be reviewed. The reviewer will 
'fill in a "face, sheet" as it is, passed to the next level of review. The 
summary narrative "will, therefore, be of service to all concerned. Far 
better that the reviewer us,e the narrative summary, than depend on his/her 
" scan of all of the docvTients for the appraisal. ^ 

'v ' " . _ * 

The program proposal format is offered as a guide, not a prescript. 

. • , ■■ ' ' - ■ 

^ 2. FSD-2, Activities (DAUs) ^ 

The FSD-2 form provides description foi; either individual activities 
and/or unit activities (DAUs). The use. and preparation of the activity 
application is of utmost . importance and requires special consideration. (Gee 
"Operational guidelines", page 15, and "Development Activity Titles (DAU)'% 
page 39t)- * . 

■ ■ ' -v \ 

. 3. FSD- 3, Budget Summary \ ' 

The FSD-3 form gives a FSD budget summary oV, estimated income from normal 
revenue sources and matching allocation of state fiinds and of estimated expend- 
itures for the ..various activity applicatidhs. TheXsummary lists act:ivities~by 
BAU titles, with total estimated expenditures for ea^ch . (without breakdown into 
account classification). This budget summary is stibtttitted with the annual 
program proposal and serves to govern i^SD expenditure^ during tlie fiscal year. 



4. Review and Evaluation 



V, 



It. is essential that the progiiam proposa^l be reviewed and^ evai^uated by 
the FSD coot^ainator^and the FSD continittee of tl^ institution ptior to submitting 
it to th^ coordinator of faculty and staff development of the Stat e| TEC System. 
"Following the FSD proposal forms is a FSD prpgraiih, evaluation chart for institu- 
tional use. (page 41) . 
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FSD=t- 



FACULTY and" STAFF DEVELOPMENT PROGRAM 



INSTITUTION 
July 1, .19 to June 30, 19 



PROGRAM PROPOSAL - ' 

Attached is a narrative description outlining the FSD P^°6ram^ong with 
applications for specific^ activities and a budget sunnnary (FSlN^ and JSD-3), 

- -The ihs'titution'agrees to comply vith all South Carolina State laws and 
-.established policies and guidelines for' Facv^lty and Staff Development for 
" the South Carolina Technical Education Systeni^ including ' ^. 

M8Lintenance-and auditing of , all necessary personnel and fiscal records . 
Submission of necessary evaluation and accomplishment reports. 
Accountability for management and promotion. 



approve!): 



SUBMITTED: 



President /Director 



FSD Coordinator 



Date 



Date 



Page 



of 



pages 



(For Stata.Office Use- Only) 
Comments /Action : 
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FACULTY. AND STAFF DEVELOPMENT PROGflAM 



INSTITUTION 



APPLICATION FOR ACTIVITY APPROVAL 



^Activity. Title 



Activity Date(85 



^ Number Participants 
Specific Need: - . 



Activity Location 



Name of Individiial or Group. 




Outcome Expected (objectives to be accomplished); 



ESTIMATED COST t 

.. . ■ " o 

530100 Salaries 

530202 Travel and Subsistenee 

530214^ Educational Consultants ^ 

530307 ySducational Supplies 

530411 Professional h^oberships 

530470 • . ^ Tuition Reimbursement \ 

^ '[ 530607 Edudatlbnal Equipment 

Total Estimated Cost 

Total ApproS^ed by FSD Coordinator » State Board 



Approval 
Requested 



1^ 
^1- 



Other 



,4 



Total 



.1. 



Approved: 



(Applicant's Signature » as appropriate) 



Date 



(Coordinator * s Signature) 



bate 



*(Pled8e list €ach separate iactivity on"" separate adtivlty sheet; attach narrative and . 
specific docuiiM^nt^tlon as appropriate* This form may be reproduced as needed.^ 
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PSD-3 

FACULTY AND STAFF DEVELOPHENT PROGRAM 



• . INSTITUTION 

», ' . ■ 

' July 1, I9_ to June 30, I9_ 

BUDGET SUMMARY 

EStlMATED ltg?EHUE ^ 

Allocation froa llormal Revenue Sources ^BP"^ ^ , 

Supplemental Allocation from State Funds ^ ^ 

Total $. 

V Other Income - Gifts aad Grants, Etc^ m^d^ ^ , 

- W Total 

^ TOTAJ^. ESTIMATED gSI^RE^ENUE * $ 

ESTIKATED EXPEMDITTJRE S^, 

' ■ - 

From Institutional and State FSDPunds 

1.. POSTSECONDARY EDUCATION ^ / 

2. OM CAMPUS* SHORT COURSES . , 

3. :x ON--CAMPUS WORICSHOPS, SEMINARS, ETC. „ 

' . 4. OFF-CAMPUS WORKSHOPS, ^SlEMINARS, ETC. , 

5. PROFESSIOiCAL MEMBERSHIPS , 

6. EDUCATIONAL FIEIJ) TRIPS - 

^7. FSD RESOURCE CENTER 

8. EDUCATIONAL LEAVE 

■ FUNDS RESERVED FOR FUTURE ACTIVITIES . 

Total . ' ^ 

s ■ # - 

From Other FSD Income - Gifts and Oranns/ Etc. 

;* *ACTIV1TY : 

Total > 

TOTAL ESTIMATED EXPEND I^fTmES ^ ! 



*If more than ond a^ltivity is' involved, attach sheet listing each activity 
separately with estimated cost. Give total estimated- cost of reetricted 
8pon8ore4 activities on the above foim-.^ 



^tiEVELOPMSNT 'ACTIVITY TITLES (DAUs) 



In-service development activities that are separate in action but are of 
the same kind or type can be classified in combination, forming a Develbpment 
Activity Unit (Di&J) under one general title - an overall strategy to actualize 
a general objective. 

1. POSTS;!EC(HIDARY EDUCATION , . 

Formal courses on campus or off campus^ credit or noncredit, post- 
graduate or undergraduate,' yithout tuition reimbursement or with 
tuition reimbursement in total or in part', pursued^independentiy 
or as a part of a curriculum leading to a degree, diplomai or 
certificate.. ^ " . ; , 

Tuition Reimbursement (Account Number 530470)* vV 
Salaries Paid to Visting Instructors (Acco .^t Number 530100) 

• . ■ • , ■■■ 

2. ON-CAMPUS SHORT RSES V 

/ Short courses to improve skills In instruction, planning, decision 
/ making, task execution, multi-media usei continuing education 

/ courses - with or without CEUs. 

f' Salaries for Visiting Instructors (Account Number 530100) , 

3. ON-CAMPUS WORKSHOPS/ smNARS/CONFERENCES/ INSTITUTES , , . 

Consortia with other institutions or ifeti^alnstitutional work-^ 
shops, etc., on-campus , with or without consultants, With or 
^ without CEUs.. V - 

Educational Consultants - honoraria, travel and subsistence 

(Account Number 530214) 
Educational Supplies (Account Number 530307) 
Registration Fee (if applicable) (Account Number 530470) 



'4. 6FF-CAl!ffU^|i,W0|lKSH 

Consortia with other institutions or inter institutional work- 
shops, etc., of f -campus , with or without consultants, with or 
without CEU, 

Travel and Subsistence (Account Number 530202) 

Registration Fee (Account Number 530470). 

5. ^^ PROFESSIONAL silJCIETIES ; ' 

Membership dues and travel. 

Membership Dues (Account Ntonber 530411) 
Travel and Subsistence (Account Number 530202) 

6. EDUCATIONAL FIELD TRIPS 

Field trips to TEC and other institutions and to business and 
industry. < 

Travel and Subsistence (Account Number 530202) 

7. FSD RESOURCE CENTER 

Educational supplies and equipment. 

Educational Supplies (Account Number 530307) 
Educational .Equipment (Account Number 530607) 

8. EDUCATIONAL LEAVE 

Post secondary education or work with business or industry. 
Salaries (StipendX. (Account Number. 530100) 
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FSD ACCOUNTING - NUMBER . TITLE , EXPLANATION 

530100 SALARIES ; 
^ . Salaries of visiting instructors for on-cautpus coiirses (not honoraria 
for consultants). This account covers also tstipend (salary) for 
Educatiojoal Leave (substitute's salary not allowed from FSD funds.) 

530202 TRAVEL AND SUBSISTENCE 

Authortaed institutional travel expense for individual or group for 
approved FSD activity and approved in conformity with stat^^.aw 
governing mileage and per diem > (Travel expense for attendaiice^ at 
institutional association meetings or commuting expense for educational 
courses or for work experience is not tovered under FSD funds.) 

**■ ■ - ' 

530214 EDUCATIONAL CONSULTANTS 
- Honoraria atfd otfter expenses for consultants - on-can»pus or off-campus con- 
sortia. Travel for consultants must be charged to this account (not .530202) 

530307 SDUCAflONAL SUPPLIES 

Educational supplies for upgrading station, Faculty and Staff Resource 
Center, Jfor use exclusively iEor faculty and staff development, e.g., 
professional journals and books, professional education. modules, and 
cassettes. This account covers also limited expense for duplicated 
materials for workshops/seminars/conferences/institutes, but not costs 
of personal books and supplies, entertainment, ''coffee breaks", etc. 

530411 PROFESSIONAL MEMBERSHIPS 

Individual* Membership dues of professional societies (not civic nor 
political organizations). Authorized travel cost within limits set 
by the institution for attendande at meetings of professional pocieties 
charged to 530202. 

530470 TUITION REIMBURSEMENT . « 

Tuition for approved postsecondary courses, in total or in part, and 
course related fees, if any. (Reimbursement is hot allowed for travel, 
cost of books and supplies, and incidental fees.) This account covers 
also registration application for off-campus workshops/semlnars/con- 
ferencep/ Institutes. Registration fees to ctover incidental expenses for 
on-campus workshops, etc.. Whether in consortia or intrainstitutional, 
may be covered by this account. (Honoraria and travel eacpenses fof 
consultants are charged to 530214.) . . 

530607 EDUCATIONAL EQUIPMENT 

Expense of educational equipment is restricted exclusively to purchases 
for FSD Resource Center. Equipment must be specialized equipment which 
"is essential to faculty and staff development and must be used in an 
innovative application. It may riot duplicate nor replace available 
equipment nor meet regular institutional equipment needs. Special 
justification must accompany applicatiori for purchase approval. 
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PROGRAM EVALUATION CRITERIA 



EACH ITEM IS RATED FR^M 0 to 10 

■ - — u ■ 


RATING 


COMMENTS: 


' ■ ' ■ 

!• Impact on maetliyg development needs 
of faculty and staff as outlined in 
program proposal* 






2m Adequacy^of program design in cover— 
• ing priorities stated in program pro- : 
posal* 






3-. AHp fitiflov nT nTnnrtGpH flf»^1 ttI ^1 it»c 

meet personnel needs including needs 
of undereducated and undert rained. 






4. Adequacy of the proposal in commimi-- 
eating development needs, activities 
> obje:Ctives, and activitieai procedures. 


c 




5. Relevance of activities to stated 

FSD objectives. Is it clear why each 
particular activity was chosen? 






6. Reasonableness*^ of costs in terms, of 
expected .put comes, impact, use of 
results^ importance of activity^ 






7. 'Adequacy of local allocation of funds 
to meet the faculty and staff develop- 
ment needs of personnel. 




* • 


8. Adequacy of ?SD resource personnel: 
) instructors; consultants,, other resource 
y persons to carry out the activities. 






• 9. Adequacy of criteria and procedures for 
process, and/or accomplishment evalua- 
tion.* • 






10. Relevancfe of total program to TEC 

System's philosophy and stated pur-, 
poses. . * 






TOTAL POINTS POSSIBLE = 100 Total 





Recommendation ; Approve 
Comments : 



Disapprove 



Defer 



Revise 
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^PROGRAM REPORTS 

. The annual FSD program report is •composed of three major divisions, 
utilizing three forms. 

1. FSD-4. Activity Evaluation and Status Report 

A separate repprt for each approved activity application (FSD-2) must 
be made. The-FSD-4 should be completed at the tim e of completion of an activity 
and held for inclusion in \the annual FSD repor t as documentation for FSD-5 and . 
FSD-6 . This report consists of two parts. 

(1) Funds Data.. Eaci application for activity approval (FSD-2) includes ' 
an e stimat7 1T~e^diture4 for the activity; each evaluation and status report 
(FSD-4) must give the actual cost of the activity. The compilation of data 
from individual activity reports will give the data for a| DAU report (FSD-4).^ 
This data will be ' reflected \in expenditures recorded in t(»e fiscal budget 
summary (FSD-5) . 

(2) Activity Status anii Evaluation . The status and' evaluation report 
provides for a detailed in'itftutional report of statbp a:Fid.-evauation of each 
activity. An adequate narrative must be attached to the FSD-4 report, giving 
the institutional evaluation hf the activity. The narrative should document . 
briefly but adequately the reAults/ontcome of the activity. This report will . 
be reflected in the . annual institutional evaluation of activities (FSD-b; ... 

2. FSD--5,. Year-end Fiscal Budget Summary 

This document prdvides breakdown exhibit of funding sources (revenues : ; 
allocated and committed) and expenditures made for all activities of the 
fiscal year ended on June 30. (See FISCAL PROCEDURES MANAUL, Volume I, 
Section 24.5.00.) 

All expenditures reflected under FSD-5 column designated "Approved (FSD-2)^' 
must be consistent with approved line items on the Application for Activity 
Approval (FSD-2) and the actual expenditures reported on thp Evaluation and 
Status Report (FSD-4). The F^SD-5 ^carries DAU titles with costs for each listed 
by account number. . 

Restricted-Sponsored Revenue should be disclosed to the extent .expended 
during the report period. This report will reflect funds budgeted for restricted 
activities described in Application for Activity Approval (FSD-2). 

3,. FSD-6, Annual Institutional Evaluation of An Ivitles^ 

This report provides a summary exhibit of each and all activities of 
the FSD program. for the fiscal year. Provided is a "Key for Institutional. 
Evaluation of Activities". 

One copy each of a FSD-4 f or ,,each DAU, a copy of the FSD-'S,. and a copy 
of the FSD-6 comprise the annual teport of the institution. This report is 
^de to the state FSD coordinator on or before August 15, following the end. . 
of the fiscal year. 

- The coordinator of faculty and staff development for ^^^1^.^"^., 
will prepare an annual report, with exhibit by institution. The institutional 
reports (FSD-6) will provide the information for this report. 
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FACULTY AND STAFF DEVELOPMENT PROGRAM, ^ 

' INSTITUTION ' ' 
/ ^ July 1, 19, to June 30, 19 

EVALUATION' AND STATUS REPORT Report ^Date 

Evaluator (Name and Title) ^ 

Activity Title 



Activity Date(8) Activity. Location 

Number Participants . Name of Individual or Group 



ACTUAL COST ; Actual within 

Approved (FSD2) Other Total 

530100 Salaries $ $ 

530202 Travel and Subsistence '_ ' , , 

530214 Educational Consultants ' ' ' ■ 

530307 Educational Supplies .• 

530411 Professional Memberships ' " 

530470 Tuition Reimbursement 

530607 Educational Equipment ' 



Total Actual Cost $. $ $ 

Total Approved (FSD2)^ ' ^ $ . 

Unexpended Balance (This Activity) $ 

(Deficit or surplus) 

't ' . 

1. Activity Status (Check one item) 
Activity completed 

' Activity not completed; will be continued 

^ Activity never started 

. Activity abandoned 

2. Technique (s) of Evaluatio&y (Check one or more iteps) 
^ Questionnaire 

- Expert opinion 
^ Consensus of peers 

Other ■ 

3. Success of Activity (Chjeck one item) , 

Highly successful; achieved objective 

: Moderately successful; worth time and money 

' Cannot be adequately evaluated at this time 

" • Not successful; must revise .approach if repeated 

4. Value of Activity (Check one item) 

' _j High value ; highly reconmiended 

Marginal value; worth repeating with better participation 

. Neutral value; must completely revise^ approach if repeated 

^ No value; not to be repeated 

5. Narrative Evaluation (Attach narrative evaluation) 

From an evaluation standpoint, describe the outcome of the activity, 

o " * 46 
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FACULTY AND STAFF DEVELOKffiKT PROGRAM 



Approved 
(FSD2) 



INSTITUTION. 

Fiscal Budget Statement & Request for Reimbursement 
Year Ended June 30, 



FUNDIMG SOURCE ; 

Institutional Funds 
State Funds Faculty & Staff .' 
Development" Allocation 

Total Unreslfricted 
Restricted-Sponsored Revenue 
Total Funds Provided 

EXPENDITURES ; 

1 . POSTSECONDARY EDUCATION 

Tuition Reimbursement (530470) ! 

Salaries Paid to Visiting 
\ Instructors C ' (530100) 

2. ON-CAMPUS SHORT COURSES 

Salaries Paid to Visting 
Instructors 

3. ON-CAMPUS WORKSHOPS, SEMINARS; 

ETC. Consultants (530214) 

Supplies (530307). 
Registration (530470) 

4. OFF-CAMPUS WORKSHOPS, SEMINARS, 1^ 

ETC. ', Travel (530202) 

■\. Registration (530470) 

5 .-professionJS. memberships 

Dues (530411) 
Travel (530202) 

6. EDUCATIONAL FIELD TRIPS 

' , Travel 

7. FSD RESOURCE CENTER 

Supplies (530307) 
Equipment (530607)* 

8. EDUCATIONAL LEAVE 

Stipend 



1 



Other iv Total 



(530100) 



(5302102) 

$. 



(530100) 



XXX. 



1 



Total Unrestricted FSD 
Restricted-Sponsored FSD 
Total FSD Expenditures 

TOTAL BUDGET f-. ^ ^ 

* $ Paid by Staite Board Included. 

T .orMfv that this statement is correct and, properly documented in the financial 
records of the institution, and hereby request reimbursement based on approved program 
expenditures JroviSediithin the State FuJds Allocated for Faculty and Staff Development 



SIGNED 



DATE 



ir 



Institution President/Director 
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- Relevant Excerpts from FISCAL PROCEDURES MANUAL,. Vol. I 

24.5.00 State Faculty and Staff Peveropment Reimbursement 

Collection of the State funded portion of the Faculty and Staff 
Development Program will be effected by filing of the Faculty and 
■Staff: Development Program Fiscal Budget Statement and Request for 
Reimbursement (FSD-5 Form). The reimbursement and financial 
statement will be executed on ''a casH-ba^ls, with "approved activity 
not pai<? by the institution at June 30 of the fiscal year deferred 
and applied to the program budget In the subsequent year's activity. 

For the reimbursement claim to be acceptable, the following pro- 
cedures must be followed: 

* ■ ■ . 

/ (1) The FSD-5 must be cogipletiBd as to all entries and filed 

directly to the State Board Finance Division ho later than 
July 10, following the end of the fiscal year for which 
V.' claim, is made. 



(2) The financial records of the institution. must contain 
adequate external doctimentation, supporting each disburse- • 
ment of FSD funds. The documentation. is not required as 
backup to be submitted with the claim; however, individual 
transaction documents are subj'ect to request from the. State 

^ ■■■ "Board for subsequent State Audit reference. The State - 

Board Audit Program will also include an extensive test of 
documentation on the FSD Program. Specific documentation 
examples are referenced in Section 24;5.20. 

(3) All expenditures reflected und^.r the FSlO-5 column designated 
•'Approved (FSD2)" must be consistent with the approved line 
items on the Application for Activity Approval (FSl!)-2) and 
the actual reported on the Evaluation and Status Report 
(FSD-4). 

(4) the approved activity actual cost will be reiu^ursed in 
accordance with the level of State Funding and any provisions 
for matching in effect for the fiscal period. 

(5) The FSD-5 filed for reimbursement claim does not affect the 
filing required in the FSD final program report. (Final 
FSD program report consists of FSD-4, FSD-5, and FSD-6.) 

24.5.10 The entries provided on the Fiscal Budget Statement and Request for 
Reimbursement (FSD-5) areas follows:. 

FUNDING S6\JRCE : ^. 

Institutional Funds - Total institutional funds applied to FSD 
purposes including matching required for the State Allocation. 

State Funds Allocation - Special allocation indicated by the State 
Board for FSD. The State Funds FSD Allocation is to appear in the 
anticipated revenue of one of the "Other. State Funds Revenue" 
accounts (102080 - 102100). The amount of claim is to be entered 
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State Funds Allocation - (continued) * - v 

as earned revenue at the time the claim Is filed with the State 
■ . 'Board, ' " * 

^ Restricted-Sponsored Revenue - Is to be disclosed only to the 

extent expended during the report period. « . 

EXPENDITDRBS : 

The account numbers delineated on the FSD-5 Form accommodate only r 
the line Items that may^ be added -to permit disclosure In the , 
' ' "Other" column of all FSD expenditures. The activity categories 

(1) thru (8) correlate to the Individual activities approved on ^ 
the FSD-2 Form and reported on FSD-A Form. 

The FSD-5 Form entries normally will not be Callable as a direct . 
transfer from budget subsidiary records^* The entries are small 
, . volume and-^cay be derived by analysis from the records. Automated/ 

Manual subsidiary records may be established jit- the discretion 6f the 
Institution. .r^'f 

24.5.^20 Exterrtal Docimentatlon Requirements , . 

Object Code ^100 Normal payroll file data Including necessary 

*• approval docimients referencing Educational 
^ Leave and Dual Employment, Forms (outside 

instructors). * 

202 — Individual, signed travel reimbursement forms. 

214 - Invoices' rendered by the consultant to the 

institution delineating time and other charges 
and description of services performed. 

307 - Vendor invoices supported by evidence of 

■ ^ • required Institution puchasing policies 

' , , ^ (Section 18). 

* ^ ' 411 - Copy of membership application form. 

470 - Copy of paid recipt from Institution of higher 
learning Tor tuition paid by employees and 
registration application for conferences/work- , 
shops/institutes/ seminars. 

607 - Vendor invoices, if paid by institution, FSD 
' , ' reference on requisition if State paid. Foot- 

note the FSD-5 for any St ite Paid amount included 
in the report. , 

^ 24.5.30 Form Example (FSD-5) (Fiscal Budget Statement & Request for Reimburse- 
ment) (See page AA FSD MANUAL.) 
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FACULH AND STAFF DEVELOPMENT PROGRAM 



■ • ■ ■■MS 



• ; INSTITUTION 

■■ ■■/■. ' • - ' . ■ 

July 1, 19_ to June 30, 19_ 

ANNUE INSTITUTIONAL E^/ALUATION OF ACTIVITIES 



.•V 



Title'.and Objectives of Activity (DAU) 



Number 



Status of iucceaa-of Vvalue of Total 



of ■ . Activity: Activity: Activity: Cost 
Employees C> iP. NC Rate 3 to 0 R^te 3 to 0 To-Date 



■ POSTSECONDARY EDUCATION 
Fomar courses on campua or off campus, credit or 
noncredit, postgraduate or undergraduate 

ON-CAMPU^^RT COURSES 
, Short cQurses to Improve skills in instruction, 
continuing education courses 

I 

' ON-CAMPUS WORKSHOP/SMINARS/CONFERENCES/INSTITUTES 
J, Consortia or intrainstitutlonal workshops, etc, 

■ • 

OFF-CAMPUS WORKSHOPS/SEMINARS/eONFERENCES/INSTITUTES. 
Consortia or interinstitutional workshops, etc. 

PROFESSIONAL SOCIETIES 
Memberships dues and travel 

EDUCATIONAL FIEU) TRIPS 
Field trips to TEC and other institutions 
and to business and industry 

FSD RESOURCE CENTER 
Educational supplies and equipment 

•' EDUCATIONAL LEAVE 
' Postsecondary education or work with 
business or industry 



TOTAL 



0 



(Note: See Key for Institutional Evaluation of Activities) 



ERIC 



TOTAL COST $ 
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FACULTY A^2)' STAFF DEV.ELOPMENT PROGRAM 
SOUrH CAROLINA TECHNICAL EDUCATION SY^EM 



KEY FOR INSTITUTIONAL EVALUATION OF ApTIVITIES ^ . 

(To be used with Exhibit of Annual Program Summary) ; ' 

Status of Reported Activity (Check the status activity at date of report •) 

C Activity has^ baen completed,. (Completed - C) 
IP Activity is /in progress and will be continued. (In Progress y IP) 
NC Activity never started or started and abandoned, (Not Completed - 



Success df Reported Activity (Check item which most accurately describes the 

institutional evaluation,) 

3 " Achieved objective; desired outcome essentially realized; considered 

highly successful by participants. 
2 Considered moderately successful; worth time and money ;, outcome 

considered worthwhile by participants, 
1 Cannot be evaluated at this time - activity still in progress; 
operating according to plan. 



0 Not successful; was planned but abandoned; approach must be revised 
if the activity is to be repeated. 



Value of Activity (Cheek- item which most accura^tely describes the institutional 

evaluation.) / 

3 Very valuable; activity highly reqbmmended for FSD; well worth cost 

. of time and money. / 
2 Marginal value, yet worth repeating with better' direction and 

participation; worth the cost oil time and money,. 
1 Nel&ral value - must completely/ revise approach if repeated;- not 

worrh the cost of time and money ^ 
0 Not recommended; benefits disptoportinate to costs; not be repeated,' 



/ 
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FACULTY AND STAFF DEVELOPMENT DEFINITIONS 
SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM 



NOTE: ^ ^ 

THE^E DEFINITIONS ARE TO BE; APPLICABLE TO THE TERMS WHEN USED IN" 
THE FSD PROGRAM. 



y5% 



: ' . " / , FACULW MD STAFF t)EVELOPMEl?T-^DEFIHITIONS V ' " : \ 

. ■ * . ' ■ ' . 

» . . ' "^^ * FOR ' . ■ " • ' A i. 

■ , ^ ■ .. ■■■■■ '' ' . ■■" ■ 

• SOUTH CAROLINA TECHHiCAL EDUCATION SYSTEM 

■ - : . ■ ■ :\-':- , . . ■• ■ . ■ 

■■ f-i ■ •.. \ ■ , ° . } Vv - v. V 

The following definitions may" be: helpm wh^ implementing, conducting, ^. 

and evalxiating faculty imd staff development programs. 

AGCOUNTABILITY,- Respou'sibility for i^esults "of an activity, procedure/ process, • 
or program. » . ^ ^ . , ^ , ... 

ACTIVITY; A specific ciourse of action\to achieve a measurable dutcoms, to he 

carried out' within a giveu time span\, under sjjecific conditions ; ■ acttvitjr v| 
•connotes' ■"specificity" of action and\results. ( Activity is; the teri;> to he . 
used In FSD, chosen in preference to lother terms that may *e cons idti-ed inore.^ "- 
. or less. synonymo\:s .^) ■ , .. V , j, 

ACTIVITY UNIT: A numher of FSD akivities' separate in; action but of the same kind 
" • or type';' and united under a corimon objective 'which is indicated by classifi- 
cation title. (Se"e Development; Activity Unit-) 4 . ^ 

ADMINISTRATION: The proceys, practices, and rs^tionalized ticchniques . of decision- 
- making, and actions employed in achieving the purposes', goals, and objectives / 
of the FSD program. ;; 

ALLOCATION: Funding proAtided a program, institution, or system for: a ppecific 
• purpose. . ■ 

BRIEFINGS: Planned communication programs to- orient specific target groups. 

BUZZ^ SESSIONS :, Problem solving technique involving small group discussion to 
majclmize individual participation. .'Sometimes called "Rap Sessions". _ 
I " ' - ' .. . . - - . , ' ■■" " ■ • 

CALEKDAR FOR PLA'NS mi REPORTS: Deadlines for plans ejid reports due in the central 
office of the State Board for Technical and Comprehensive Education. • ,. 

COMMUNITY INVOLVEMENT: Active participation by members of the community- business, , 
industry, agencies, ecHools - in the planning aiid/or implementing a . program. , 

CONFERENCE: meeting for consultation, discussion, or an interchange oY opinions 
and information whether of individuals or grStips. • ' , . 

CONl'INGENCY FUNDS: Budgeted funds designated for unscheduled activities and/or. 
expenses, but restricted to expenditures on activities commensurate with the • 
approved FSP plan. • , - . ^ ■ i' . 

COORDINATOR: An educator - administrator or instructor - responsible for the 
harmonious administration and operation of a program; one who is 'skilled in 
decision-making' in processes activities requiring leadership in interpersonal ; 
behaviors . ° ' . • . ■ - . * 

COURSE; - An educational unit- at the high school, post-secondary or college or • - ;> 
•jnivcrsity level, consisting, of a series of instruction periods deaUng with a 
T)artic\aar subject; sometimes used as synonymous^ with curriculum and program 
to indicate « complete, progrescdve series of studies necessary for ffraduation,. 



I CURKICULUN: An - n;anized ipojup of courses designed to meet an educational objec- 
/ tlve; somet tised symonymously with progrcan and course to indicate a complete j 
/ progressiye series of studies necessary for graduation. 

tflBICBI FOR FSD PROGRAM: Arrangement of components of the program; description of 
• objectives and activities to achieve theSi, organized for co/iupvinication and 
promotion.,. 

' ■ " '. " » " . » 

.^^ SEVELOPMEaiT:' Th^ actualization of the potential; advancement and enhancement of 
:. knovld^e, skills, and effectiveness. 

. (i) Development Program ; Combination of pleuined activities to aciiieve the 
^objectives of development; goals, objectives, and activities of the 
•* * organization with the procedure to accomplish them. ^ ^ 

: . - '■ . . ■ . ; ■■ .. 1 

(2) Personnel Development/Improvemer '*^ : Involves pre-service and/or in- 

' service educational aild/or t:'Vi:.\ning activities tp prepare or improve 
personnel in their roles and responsibilities in endeavors which are 
. - * y edxicationcG. or educationally related. 

(3) Development Activity Unit ; . Intertrrelated development activities which may b 

classified or categorized under one title (DAU). (See Activity Unit.) 

DECISION MAKIHG; Using Skills neceSsary in ixnderstanding cause and effect relation- 
ships and in applying data or information to the solution of a problem or to the 
f^' rmination of a coxirse of action. 

£LIGXi51LITY; Qualifications necessary for , participation in activity/activities ' 
tander FSD program; qualifications vary for the various activities. 

EXPENDITURES RESTRICTIONS: FSD funds may not be used for expec'i^.tures for 
* Inaititutional projects such as research, self-study, planning and evailuation 
. of new Educational prograins; or for salaries, salary increases, .and frirge 
benefits; or for any normal exposes common to operation of any college, e.g. . 
acttendance at meetings /which are associational and institutional rather than \ 
Instrucijonal cmd individual. - 

FIELD EXPERIENCE; Work activity^, acquired by faculty and staff in a practical ' ^ 
situation usually off campus , in business or industry; sometimes referred to 
as "life e^qperience''. ^ \ 

GOAL: Nonmeasurable end desired and sought through means to that end; aim 
accomplished by anticipation and expectation derived by ratiocination. 

GUIDELINES; Statement which- identified a procedure and pffers required or optional 
methodology and parameters for performing that procedxxre. 

- IK-SERVXCE EDUCATION: Activities, designed to promote personnel development and 
inqprovement of faculty and staff while on-the-job or employed. 

LEADERSHIP; Interpersonal behaviors which cause a group to progress satisfactorily 
in achieving its goals and objectives. ^ ' . 

LEARNIKC* OUTCOMES : Specific changes in learner knowledge, skills, pr CLompetencies 
attributed to a teaching strategy, learning activity, or directed' experience. 



1^^^^^ -j^^ or p«rt<^tima off froza vork or duties « 

;^v^ ' \, . /■ • . ■ , > ■• ■ ■ • ■ •• 

(1) gdtteetional Leave r Leave f^^ vork or duties to partlcipisite In csjurses ' 
• of /study or in vork ^aqperlencef^' 

(8) gducittlonal Leave vithout Stl T>endt^ or part-time leav^e in a ftonpay 

status; such leave is ap: ed in advance hy the en;i^oyee*8 supervisor « 
institution's head « area :ami8sion« agency's head» agency « State Budget 
iaad Control Board* as appropriate • 

(3) Hjlucatlonai Leave vlj^ i Stipen d; Pull-time or part-time leave vith stipendi 
A such leave Is approved i in advance by the csnployee's 8uper:vl8ori institur* 
tion's he^adt area comml. f ion « agency's head » agency» State Bu^t and 
Control Boards as approrviate. 

OBJECTIVE: The measurable outcome debired and striven for vlthln a given time span, 
under specific '^conditions i an objective may be described asa desired result or 
oondltlon> ;Or. the establishment of a desired process or activity « 

V OFF 1^ FSD ACTlvmt^ FSD activity carried on by an einployee vlthout lose of - 
/ nqplos^ee's vork time, productivity, oi^ efficiency in his/her 8<»;yic4 area* 

^^ OWaRTASDION: planned coanunication programs to orient target groups j use of\ 
interpretation and familiariaation to achieve adjustment or cooperation* \ 

PSRFOBMANCE OBJECTIVES: pbservable behaviors vhlch a learner should be capable 
' of performing at concluaioh of a learning activity >rtilch Includes: terminal 
, : ; p^ e*6*, cognitive, affecfelve psychomotor i ^ 

conditions under vhlch performance is carried out; and criterion of acceptable 
. performance* 

POLICY: Regulations set^fotth througih statute or action of a governing body to 
eBta>Il8h principles basic to a chosen course of action to fulfill a mission 
or purpose* • . ^' ' \ 

viPROCBpOI^t Operational unit established for imi>lementation of policy; a particular ^ 

caurse of action or vay of accomplishing some objective* j 

/ . . - • ' . ' ',. ■ • 

PROCESS EVALUATION: Provides periodic feedback to persons responsible f^r conducting 
r programs or activities to:. (1) Detect and predict defects in. the procedural 
' dosigp or in ita lnpl«:rcntatlon stages, (2) pjpovide information for programmed 
deeijsions, sjid (3) maintain a record of procedure w action ap it occur r^ed. 

PBOFESSIONAIi EDUCATOR: One concerned vith both the theoretical and practical 
aspects of human endeavor in the field of education t> vith the application <in 
: that endeavor of special knowledge and skills acquired by forkal education or 
iexperlehce or both. . ' \' . 

FBOQRAM DEVELOPMSNT: (To be distinguished from ^^Development Program^^ and 

••Personnfl Development") Refers to improvement by addition of innovate elements 
to Ini;--.,' .F.e effectiveness of institutional services , via*,, administrative and 
student perpunut^l services, clerical. Janitorial, and maintenaucy services* 
The focus is upon the institution and not upon the individual eniployer* 

PROPOSAL (PSD): The organized description of the activities j^nd budget for faculty 
and staff development eubmitted for consideration* | ^ 
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SEMINAR: (l) A type of meeting in which participants are stuvlyirig under a leader, 
each participant being involved in discussions, exchanging of ideas, and reports; 
(2) a type of f ormaLL education in which students work under leadership of an . 
instructor in research, discussions, and reports with the expectation of receiv- 
ing academic crecLit. 



SIMULATION: A t 
experimental ' 

STATUS REPORT: 



echnique which attempts ^o dxiplicate a real-life phenomena \inder 
conditions- 7 

•V 



Report of process and progress evaluation of an activity or program 
given at some point in time for thji purposes of decision meiking or evaluative *' 
Judgment* 

STIIiiND: Funds t>'ran*'Sd.'i'or an approved activity, including, as applicable, cost, 
of tuition and course related fees, "bisic living allowance (full- or part- 
pay as determined) to provide support for an individual in en approved educational 
activity. 

STIPEND RESTRICTIONS: If a program of stuoy for which stipend is awarded is 

offered by one or. more accredited institutions of higher learning within the State 
of South Carolina and the recipient is a^)le to gain admission to one of these, 
the stipend shall be used in said institution. If not, the stipend may be used 
at any accredited institution to which the recipient is able 'to gain admission. . 

S'fRATEGY: A plan of action to be carried out to achieve an objective; FSD activity • 

SUPERVISIOH: A phase of administration focvising on the accomplishment of an 
objective. ' 

TECHNICAL EDUCATION: Training process in preparing technicians for employment in, 
occupations requiring specific knowledge and skills, scientific and mathematical 
application, as distinguished from general education. ./ 

TECHNOI/OGY: The. science or study of the practical or ind\istrial arts ; a technologist 
is, one who maJfces or directs application of the knowledge and skills of the science. 

TRAINING: The deyelopment of a capability to accomplish a repetitious, step-by- 
step, task; instructioii to make proficient or qualified by skills for a'specific 
task in vocational-technical occupations. 

UPDATING/UPGRADING: Supplemental or extension training or experience for the pur- 
pose of increasing knowledge^ skills, or proficiency in a specific subject field, 
technology, or methodolbgy. ^ , — >' 

UPGRADING STATION: Location for upgrading learning activity such as work experience ? 
in business or industry or formal study in institutions of higher education. 

VOCATIONAL EDUCATION: Education and training for employment in semi-skilled, 
skilled, and some technical occupation; often. hyphenated with technical, i.e., 
vocational-technical education. 
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/ APPENDIX C 



■ . CHECK LIST PROFESSIONAL NEEDS 
SOUTH CAROLINA TECHNICAL EDUCATION SYSTEM 



NOTE: 

THIS FORM MAY BE USED AS AN AID IN INSTITUTIONAL NEEDS ASSESSMENT 
OR FOR DISTRIBUTION TO FACULTY AND STAFF FOR SELF-EVALUATION . 

THE FORM MAY BE, REPRODUCED AS NEEDED, OR IT MAY BE MODIFIED, FOR 
INSTITUTIONAL USE. , 



/ 




CHECK LIST TO ASCERTAIN PERCEPTIONS OF GENERAL AND SPECIAL EDUCATIONAL NEEDS 

This instrumeitt may be iised In four ways: (1) Respond to all numbered items; 
(2) Respond only to broad lettered Items A-K; (3) Scan and respond to five numbered 
items which represent greatest needi (4) Use in a counseling situation. 
\ Listed below are skills and competencies needed by individuals. Please add skills 
or competencies that you feel are important. Please Indicate the deferee you heed to 
acquire each competency* Also check the urgency or immediacy for your obtaining or 
upgrading the competency . 

Degree of Need 

1 - Some 

2 - Much 

3 - Critical 



Degree o& Needs I Wheti Needed „ 



Toplc> Skill or Competency Areas 


1 


2 


3 


X 


,2 ' 


3 


A* . irrogram rxdnnii!]igt uevejLOpments ana^ttvaiuacion 








— i 




— . 


1* uccupauxonax eaucanxc!! ueeas surveys 














ii • worKing wxcn aavisory commiuuees 














uccupauxonai uastc analysis/ compecencxes/ 
reQUxremenus in curncuxum aevexopmenu 














Hm ueveicping ODjecuiyes lox courses 














.3* iievej.opxng a series oi courses 














o • Avaiuauing vocacionaj. programs , vaxiaauion 














/ • ucner vspeciiy^ 














j)« msurucuiona.'. rxanninK 














o. inaiVxaur^xizing ins true uion 














Q DpvaI oolntt ^^iifse uiiits •. 














10. Developing lesson plans 














/ 11 . -Developing audio-visual materials 














12. Select inR. instructional resources 














13. Developing learning activities 














14. Other (specify) i 














C. Instructional Execution 














15 » Teacher'^-c entered methods of presentation 














16. Managing student-centered learning 
activities 














.. 17. Using multi-media techniques 














18. Incorporating coimnunity resources 














19« Teaching disadvantaged/handicapped ^ 














20. Other (specify) > 














D. Instruction Evaluation 














21. Self-evaluation of instruction 














22. Student evaluation of instruction 














23. Appraising student performance 














24. Student performance criteria 














25. Student self-evaluation of progress ^ 














26. Tests and rating scales ' 














27. Other (specify) . 
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yyhen Needed 

1 - Now (within 1 year) 

2 - 2-3 years 

3 Long-range 
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Degree of Needs 


When Neede(i 




1 


2 


3 


1 


Z 


\' 






_ — — 










28. Facilities/equipment/ supplies 














29. Preparing budgets 












\ 


30. Fllltig Instructional 'materials a recoras 












\ 


31. Managing student learning activities 












— : \. 


32. Providing for safety in classroom/lab 














.33.;0ther (specify) 















F. Guidance 












— 


3A. Counseling with students 














35. Working with counselors/teachers 












/ 


36. Other (specify) 












/ 


G. School - Community Relations 


• 










/ 


37. Publicizing vocational ed. program 












r /- 


38. Working with community agencies & groupis 












f- 


39; Working with business and induETtry 












—F- 


40. Working with State officials 












• 1 


41. Other (specify) 












1 

-4— 


H. Student Organizations 












-4—- 


42. Working with stud^t organizatiors 












4 — 


43. Other (specify) ' 






i 








I. Coordination 












} — 


44. School-* community voc.-ed. programs 












/ 


45. Other (specify) 














'Jl Professional Role and Development 










1 




/ 46. Updating my subject matter knowledge 
and understanding 















.47. Updating my occupational skills and work 
experience 


^' 








/ 

j— 




48. Updating my philosophy of vocational^ 
technical 9 ana aauit eaucai-ion 








• 


. j 




AO rt^VioT* ^'qt^opIFvi 










1 




K. Miscellaneous 














50. Other (specify) . 














51. Other (specify) 















Comments/ Suggest ions: 



Name ■ ; 

(Please see instructions) 

■ • , i 
• 1 
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